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Viewing Current Course Sessions

PeopleSoft’s Training Administration business process helps you meet all of your organization’s
training needs.

1. You can easily administer and track course sessions and training programs. This is especially
critical when there are mandatory training programs for your employees. PeopleSoft provides
functionality for meeting your reporting requirements.

2. You may also record student feedback about your training programs.

3. PeopleSoft tables are used to record course codes and titles.

NOTE: To maintain consistency and avoid duplication, the State Personnel Department
maintains the Course Table.

In this topic, we will review existing course sessions. This example will show how to search by
Course Number or Course Description.

Procedure

[«-2 PEAAEFIB-S-E
PeopleSoft.

Personalize Content | Layout

Menu BB K

Search:
®

[ My Fanvorites

- Employee Self Service

> Recruiting

[ Warkforce Administration
[+ Bengfits

> Compensation

[+ Organizational Development
- Enterprise Learning

> SetUp HRMS

[ Worklist

- Application Diagnostics
- Tree Manager

[ Repotting Tools

- PeopleTonls

— Change Wy Password

— My Personalizations

— My System Profile

— My Dictionary

" PeopleSoft
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Step

Action

1.

Click the Enterprise Learning link.

[- Enterprise Learning|

Click the Define Course/Cost Details link.

[ Define CourseiCost Details]

Click the Course Sessions link.

Course Sessions

|=-=-QRd Qmad3 B-a5=1

PeopleSoft.
P
@

- My Faworites
- Emploves Self Service
> Recruiting
> Workforce Administration
[+ Benefits
> Compensation
> Organizational Development
[~ Enterprise Leaming
> Training Budget
[> Student Enraliment
> Result Tracking
[> Cost Analysis
I Training Reports
> Course Repaorts
[ Define Training
Resources
= Define CoursefCost
Details
— CategonySubcategary
— Catalog Casts
— Coutses
— Course Costs
— Course Session Planner

Casts
— Catalog Organization
— Erograrm Information
— Tuition Expense Type

[ Define Budget

[ Set Up HRMS

(- Wiorklist

- Application Diaghostics

- Tree Manager

- Reporting Toals

- PeapleTools

- Change My Password

- My Personalizations

- My Systern Profile

— My Dictionany

Course Sessions

Enter any information you have and click Search. Leave fields blank for a list of all values

Mewvindow | Hela | /&

{ Find an Existing Value {__Add a hew Value |

Course Code: | begins with j |\
Course Session Nhr:l begins with j |
Description: [hegins with j|
Course Start Date: |= =0
Course End Date:  |= =0
Session Status: |: j |

I” case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing value | Add a Mew Yalue

Step

Action

Enter the desired information into the Course Code field. Enter "001234".

Click the Search (Alt+1) button.
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- ERE R EEEE

PeopleSoft.
[Menu &

Search:
®

[ My Favorites
> Employee Self Service
> Recruiting
> Workforce Administration
> Benefits
- Compensation
- Organizational Development
[~ Enterprise Learning
[ Training Budget

Mew Window | Help | 1§, =]

Course Sessions
Enter any information you have and click Search. Leave fields blank fora listofall values.

{ Find an Existing Value " Add a New Value |

Course Code: [beging with =] [001234 Q

Course Session Nhr:l begins with j |

— Course Costs
— Course Session Planner

[» Student Enraliment Description: |hegm5 writh j|
> Result Tracking
I Cost Analysis Course Start Date: [= E [ G
[» Training Reporis . - =
b EeuTS Course End Date:  [= EH | E] |
I Define Training Session Status:  [= =l =1
Resources i
= Define Course/Cost ™ case Sensitive
Details
— Cateqar Search | | Clear | Basic Search Save Search Criteria
— Catalog Costs
— Courses

Search Results

181 0181

oUree Session Cosls Course Code Course Session Nbr Description Course Start Date Course End Date Session Status

_ Catalog Organization 1234 D001 PS5 FS EPro Buvers 03/19/2003 08/20/2003 Canceled
— Prograrn Information 001234 0002 P FS EPro Buvers 03/13/2003 08/20/2003 Canceled
— Tuition Expense Type 001234 0003 P FS EPro Buvers 03/22/2003 08/22/2003 Canceled
I Define Budget 001234 0004 PS FS EPro Buvers 03/22/2003 08/22/2003 Canceled
> Get Up HRMS 001234 000§ PS FS EPro Buvers 03/26/2003 08/27/2003 Canceled
1> Worklist 001234 0006 FS FS EPro Buvers D&/26/2003 D8/27/2003 Canceled
I';’T‘fe‘];'inaa“:a”gz‘fg”“““ 001234 0007 PS FS EPro Buvers 08/20/2003 08/29/2003 Canceled
F EahE s 001234 Q0008 PS FS EPro Buvers 08/29/2003 08/29/2003 Canceled
> PeopleTools 001234 0009 PS FS EPro Buvers 09/03/2003 09/03/2003 Canceled
- Change iy Passwaord 001234 0010 PS FS EPro Buvers 09/03/2003 09/03/2003 Complete
I~ by Fersonalizations 001234 0011 PS FS EPro Buvers 09/03/2003 09/04/2002  Complete
I~ bty Systern Profile 001234 0012 PS FS EPro Buvers 09/05/2003 09/05/2003 Canceled
|- Wty Dictionar; 001234 0013 PS S EPro Buvers D9/05/2003 09/05/2003 Complete
001234 0014 PS FS EPro Buvers D9/05/2003 09/05/2003 Complete

001234 0015 PS FS EPro Buyers D9/08/2003 09/09/2003 Complete .

.
Step Action

By specifying a Course and not a Session and clicking Search,
sessions that have been created for this course and their statuses.

you will see all

Click to Scroll down the list.
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B R EEEE
PeopleSoft. o
Menu &
001234 0050 PS5 FS EPro Buyers 11/12/2003 1101312003 Canceled =
001234 0051 PS5 FS EPro Buyers 114172003 1101812003 Complete o
® 001234 0053 PS F8 EPro Buyers 11/10/2003 111200200 Active
P Wiy Fevmilzs 001234 0054 P FS EPro Buvers 11/ 32003 110204200 Canceled
b E'E"E“rm‘;: SR 001234 0055 PS5 FS EPro Buvers 12162003 12172003 Corplete
- orkdaree Administation 001234 0056 P FS EPro Buvers 01/07/2004 010082004 Complete
| Berefits 001234 Q057 P FS EPro Buvers 0111 4/2004 Q101502004 Complete
> Cormpensation 001234 0058 P FS EPro Buvers 01/20/2004 017212004 Complete
- Organizational Development 001234 0059 PS5 F8 EPro Buyers 01/21/2004 0142272004 Complete
[ Enterprise Learming 001234 0060 P FS EPro Buvers 01/27/2004 01/28/2004 Complete
b Tralning Budget 001234 0061 P FS EPro Buvers 01/28/2004 01/29/2004 Complete
:; g‘g“;j;‘;f;ﬂfl'r‘l’;e”‘ D01234  DOBZ P%F8 EFro Buyers D2/02/2004 02032004  Complete
b Cost Anaheis 001234 0063 P FS EPro Buvers 02/04/2004 02/05(2004 Complete
[ —— 001234 Q064 P FS EPro Buvers 0201 0/2004 021112004 Cormplete
b Courss Reports 001234 Q06§ P FS EPro Buvers 020122004 0201302004 Complete
I Dafing Training 001234 Q06§ P FS EPro Buvers 02116/2004 021712004 Complete
Resources 001334 Q067 P FS EPro Buvers 01/26/2004 01/27/2004 Complete
= Define CourseiCost 001234 Q088 PS5 FS EPro Buvers 02118/2004 02/19/2004 Complete
Details 001234 Q0BS PS5 FS EPro Buvers 02118/2004 02/19/2004 Complete
:wﬂ 001234 0070 PS FS EPro Buvers 02/24/2004 02/25/2004 Complete
e s o0 QoTt PS FS EPro Buvers 02/26/2004 020262004 Complete
— Courss Costs o023 Q072 PS FS EPro Buvers 02125/2004 02/26/2004 Complete
omoad 0073 PS5 FS EPro Auvers 02/26/2004 0202772004 Complete
001234 0074 PS5 FS EPro Buvers 03/2/2004 03/0312004 Complete
Course Session Costs 001234 0075 PS5 FS EPro Buyers 03/02/2004 03/03r2004 Complete
— Catalog Crganization 001234 oo7eE PS FS EPro Buyers 03/08/2004 0310/2004 Complete
— Prograrn Information 001234 0077 PS5 FS EPro Buyers D3(16/2004 031712004 Complete
— Tuition Expenze Type 001234 0078 PS5 FS EPro Buvers D3/23/2004 0372472004 Complets
I Define Budget 001234 078 PS5 F5 EPro Buyers D4/06/2004 04/07/2004 Complets
E\?“?rﬁs"'ﬁ""a opiza4 0080 PS5 FS EPro Buyers D4/12/2004 04137004 Complete
B 0 Bl RS o01z34 008t PS5 FS EPro Buvers D4/27/2004 0412812004 Complete
e m—— 001234 Q082 PS5 FS EPro Buvers D5/11/2004 051212004 Complete
> Reporting Tools 001234 o083 PS FS EPro Buyers 05/25/2004 05/26/2004 Active
> PeopleTools 001234 o084 PS FS EPro Buyers 04/20/2004 04/21/2004 Complete
|- Change ity Password 001234 0085 PS FS EPro Buyers 02/24/2004 021252004 Complete
- My Personalizations
[~ hity System Profile
- Mty Dictionany
Find an Existing Yalue \ Add a Mew VYalue

Step Action

7. Let's look at session 83 which is Active.

Click to select this row.
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PeopleSoft.

Search:

®

[ My Favorites

- Employee Self Service

> Recruiting

- Workforce Administration

> Benefits

- Compensation

- Organizational Development

[~ Enterprise Learning

[ Training Budget

[» Student Enraliment

> Result Tracking

> Cost Analysis

> Training Reports

> Course Reparts

> Define Training
Resources

= Define CoursefCost
Details
— CategoryiSubcalegory
— Catalog Costs
— Courses
— Course Costs

— Course Gession Costs
— Catalog Organization
— Program Information
— Tuition Expenze Type

I Define Budget

> Set Up HRMS

[ VWorklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTools

— Change iy Password

- My Personalizations

I— hty System Profile

- My Dictionar

Home

New Wwindow | Help | Customize Page | 5}

1 Course Session Profile ' Locafion, Instructor " Equipment |~ Expense

Course:

Session Number:

001234 PS5 FSEPro Buyers

noss3 School:

Course Status: Active

*Session Status:
Start/End Dates:
Start/End Times:
Duration:

Min Students/Session:

Session Language:

Vendor ID:

B save

Lctive

05/25/2004 05262004
8:00M 3:30PM
15.0 Duration Unit:
=
—
a

Max Students/Session:

Qi Retum to Search | | 45 Nesct in List | |15 Frewious inList |

Course Session Profile | Location, Instructor | Eguipment | Expense

[¥ Session Administration

I Rescheduled

Hour il
=

) (B

Step Action

You can see and update the information for this session. Use the Next and Previous in

List to view other sessions.
Click the Next in list (Alt+3) button.

+ENext in List |

9. Let's return to the list of sessions for this course.

Click the Return to Search (Alt+2) button.
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[+ > 0B d emdd b I3 E
PeopleSoft.

Home

Course Code: [beains with =] [o01224 aQ B
) Course Session Nbr: [ begins with x| |0054

[ My Favorites I =
[ Employes Self Service Description: |hegm5 W\IHJI
> Recruiting Course Start Date:  [= =
- Workforce Administration
1> Benefits Course End Date:  |= =g
- Compensation N . — =
- Organizational Development Session Status: I’ J I J
[~ Enterprise Leamning I” case Sensitive

[ Training Budget

[» Student Enraliment

b Result Tracking ﬂl &I Basic Search Save Search Criteria

> Cost Analysis

[ Training Reports
> Course Reparts
> Define Training

Search Results

1810181

Resources UrSH n

= Define Course/Cost 001234 0001 PS5 FS EPro Buyers D&M 3/2003 DE/20/200, Canceled =
Details 001234 0002 PS5 FS EPro Buyers 081 8/2003 08/20/200 Canceled
:w opizad 0003 PS5 F3 EPro Buyars DA/22/200) 0821200 Canceled
e s 001234 0004 PS FS EPro Buyars 08/22/200 081220200 Canceled
— Courss Costs 001234 0005 PS F8 EPro Buyers 08/26/200 08272003 Canceled
001234 0006 PS FS EPro Buyers 08/26/200 082772003 Canceled
001234 0007 PS F8 EPro Buyers 08/20/200 08/29/200 canceled
Course Session Costs 001234 0ong P& F8 EPro Buyers 03/20/200 08/29/200 Canceled
— Catalog Organization 001234 0003 PS5 FS EPro Buyers 09/03/200 09/03/200 Canceled
— Program Information 001234 0010 P FS EPro Buyers 09/03/200 09/03/200 Complete
— Tuilion Expense Tyne 001234 Q011 PS5 FS EFro Buvers 08/03/2003 0042003 Gomplete
A ';e?ir'p”i;';]‘ége‘ D01234 D012 P%F8 EFro Buyers DU0G/2003 DO0S7003  Canceled
e 001234 0013 PS5 FS EFro Buvers 08/06/2003 00052003 Gomplete
> Application Diagnostics 001234 0014 PS5 FS EFro Buvers 08/05/2003 00052003 Gomplete
[ Trem Managar 001234 Q01§ PS5 FS EFro Buvers 08/08/2003 0092003 Gomplete
i Raporting Tools 001234 0016 PS5 FS EFro Buvers 09/08/2003 00092003 Gomplete
i PeopleTaols 001234 Q017 PS5 FS EFro Buvers 08(10/2003 09(11/2003  Gomplete
|- Change iy Password 001234 0018 PS5 FS EFro Buvers 08(10/2003 00/11/2003  Gomplete
- My Personalizations 001234 0019 PS5 FS EPro Buvers 09/ 5/2003 09162003 Complete
:ﬁmﬂ 001234 Q020 PS5 F8 EFro Buvers 091612003 09162003 Gomplete
i 001334 Q021 PS5 F8 EFro Buvers 09/1 772003 09182003 Gomplete
001334 Q022 PS5 F8 EFro Buvers 091772003 091872003 Gomplete

001234 Q023 PS5 FS EPro Buvers 19/22/2003 097232003 Gomplete =

Step Action

10. Click the Clear button to reset the search.

Clear

11. | If you don't know a Course number, you may search from the Description field of the
couse.

Enter "comm".

12. | Click the Search (Alt+1) button.
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PeopleSoft.

®

[ My Favorites
> Employee Self Service
> Recruiting
> Workforce Administration
> Benefits
- Compensation
- Organizational Development
[~ Enterprise Learning
[ Training Budget

Course Sessions
Enter any information you have and click Search. Leave fields blank fora listofall values.

{ Find an Existing Value " Add a New Value |

Course Code:

[hegins wnhj| Q
Course Session Nhr:l begins with j |

— Course Costs

Course Session Costs

1> Student Enraliment Description: [omains with =] [cormm
> Result Tracking
I Cost Analysis Course Start Date: [= E [ G
I: Training Reports . - —
b Courss Reports Course End Date: |— J | el
I Define Training Session Status: [= =
Resources i
= Define Course/Cost ™ case Sensitive
Details
— Cateqar Search | | Clear | Basic Search Save Search Criteria
— Catalog Costs
— Courses

Search Results
Wigw All 1100 0f 115 [}] Last

Mew Window | Help | 1§, =]

_ Catalon Organization 0 Command SpanishiDOG 09130/2003 10/01i2003

— Program Information o002 Command SoanishDOC 12i02/2003 12i032003 Active
— Tuition Expense Type ooo3 Command SpanishiDOC 02242004 026252004 Complete
I Defing Budget 0004 Command SpanishDOG 05/13/2004 05/14i2004 Complete
> Set LUp HRMS ooo1 Communicating&Listening-Plus 110772002 11607i2002 Complete

1> Worklist 0001 Communication & Teamwork  12/30/2003 120302003 Active
I';’T‘fe‘];'inaa“:a”gz‘fg”“““ Dot Communication Skills 10/19/2000 101192000 Complete
[ Reporting Tools o0z Communication Skills 09/18/2001 0911942001 Complete
> PeopleToals 0200 Communication Skills 04/023/2002 04/0H2002 Canceled
- Chanoe My Password gzo1 Communication Skills Q27/2002 Q202712002 Complete
- My Personalizations D202 Communication Skills 08/31/2002 08/3142002 Complete
- My System Profile 0203 Communication Skills 08/08/2002 08/08i2002 Complete
— hty Dictionar; 0204 Communication Skills 11/07/2002 11407i2002 Complete
0205 Communication Skills 1114/2002 11142002 Complete
0208 Communication Skills 112172002 112142002 Complete

.
Step Action

13.

Click the Show next rows (Alt+.) button to view the last 15 of them.

Notice that we can see the first 100 of 115 Course/Sessions beginning with Comm.
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- EFEEE R EEE

PeopleSoft.
Menu &

Search:
®

[ My Favorites
- Employee Self Service
> Recruiting
- Workforce Administration
> Benefits
- Compensation
- Organizational Development
[~ Enterprise Learning
I Training Budget

Course Sessions
Enter any information you have and click Search. Leave fields blank fora listofall values.

{ Find an Existing Value {_ Add a New Value |

Course Code:

[hegins wnhj| Q
Course Session Nhr:l begins with j |

— Course Costs
— Course Session Planner

urse Session Cosis

I> Student Enraliment Description: [bmains with =] [cormm
> Result Tracking
I Cost Analysis Course Start Date: [= E | G
[» Training Reporis . - =
b Courss Reports Course End Date: |— J | el
1> Define Training Session Status: ~ [= =] =l
Resources N
= Define Course/Cost ™ case Sensitive
Details
— Cateqar Search | | Clear | Basic Search Save Search Criteria
— Catalog Costs
— Courses

Search Results

Wigw All First [q] 101115 0t 115

Course Code Course Session Nbr Description

Course Start Date Course End Date Session Status

Mew Window | Help | 15, =]

— Catalog Organization 000114 0200 Communicationmledia 05/14/2002 051472002 Canceled
— Program Information 000892 oaat Community Corrections 03/05/2001 02/05/2001 Complete
— Tuition Expenze Type 000892 ooz Community Gorrections 0871 42000 02/18/2000 Complete
> Define Budaet Qo0saz ooz Cammunity Corrections 09/26/2000 09/26/2000 Complete
> Set LUp HRMS 00089z ooo4 Community Corrections D3062001 03/05/2001 Complete
[ Pttt 000892 0005 Community Gorrections D1 8/2001 06222001 Complete
I';’T‘fe‘];'inaa“:a”gz‘fg”“““ Do0saz  ooog Communily Gorreclions 06/ 82001 06/22/2001 Complete
I Reporting Tools Qo0gaz ooy Coammunity Corrections 07/02/2003 07/02/2003 Complete
I PeopleTaols Qo0gaz 0oog Community Corrections 06/ 7/2003 06/12/2003 Complete
- Change My Password 000892 0o0g Community Corrections 03/09/2004 03/09/2004 Complete
I~ My Personalizations 000892 0010 Community Corrections 11/10/2003 1141242003 Complete =
- My Systern Prafile googay oot Community Services  02/26/2001 02/30/2001 Complete
|- My Dictionary 000807 Jalafie} Community Services  03M7/2001 03102001 Complets
ooosay 0003 Community Services 03072001 03/10/2001 Complete
oooso7 oon4 Community Services  03/05/2001 03/05/2001 Complete =
.
Step Action

14. | Click in a row to select one of the Community Corrections sessions.

15. | You have now seen some of the ways to search for a Course/Session. By clicking the

Add button at the bottom of the Course Session Profile screen, you will be able to
Create a New Session.

16. End of Procedure.

Adding a Course Session

PeopleSoft’s Training Administration business process helps you meet all of your organization’s

training needs.

1. You can easily administer and track course sessions and training programs. This is especially
critical when there are mandatory training programs for your employees. PeopleSoft provides
functionality for meeting your reporting requirements.

2. You may also record student feedback about your training programs.

3. PeopleSoft tables are used to record course codes and titles.

NOTE: To maintain consistency and avoid duplication, the State Personnel Department
maintains the Course Table.
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This topic will explain how to add a session for an existing course. A course session can be set up
only if the Course Table has an active entry. If your course has not been entered on the Course
Table, contact the State Personnel Department’s Training Division and submit the necessary
information.

Procedure

You need to add a session for the Presentation Skills course and specify the session information
in the PeopleSoft Human Resources application. Your goal is to add the course session for the
Presentation Skills course with the course code BSKO001.

[«->- 04 8m9a&-5H
PeopleSoft.
J My Page H HRMS Portal Pack Homepage
Personalize Content | Layout Heln

"BeopleSoft

Step Action

1. Begin by navigating to the Course Session Profile page.
Click the Enterprise Learning link.

P Enterprise Learning

2. Click the Define Course/Cost Details link.

¥ Defing Coursel

3. Click the Course Sessions link.
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|- RG89 3 -5

PeopleSoft.

Course Sessions

Enter any information you have and click Search. Leave fields blank for a list of all values

Home

Mew Window | Heln

Course Code: | begins with j |
Course Session Nhr:l begins with j |
Description: |hegm5 with j|
Course Start Date:  [= = |
Course End Date:  [= =
Session Status: |: j |

I” case Sensitive

Search Clear | Basic Search [§) Save Search Criteria

Find an Existing Yalue \ Add a Mew VYalue

Action

Click the Add a New Value tab.
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|=-2 9@ ama3 B-SE

m ¢

N

PeopleSoft.

Mew Window | Help

Add a New Value

Course Code: =Y

Course Session Nbr:

Add

Find an Existing Yalue | Add a Mew Valug

Step Action

5. Enter the Course Code in the Course Code Field. Enter "BSK001".
If you do not know the course code, click on the magnifying glass to lookup the
course codes.

6. Click the Add button.
IMPORTANT: Leave the Course Session Number Blank.
The system will assign a sequential number when you save the record.

Add
7 Use the Course Session Profile page to enter, update, or view a session status, date,

time, and capacity.

To create a new session, accept the default status of Active for the Session Status
field.

The Session Status field is used to specify the session status, such as active, canceled,

or complete for existing sessions.
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j Course Session Profile page (Fields descriptions)

Session Status: Indicates whether the session is Active, Cancelled, or
Complete. An Active value is appropriate for a new session. Otherwise
you will not be able to enroll students.

Session Administration Box: Must be checked. Do not click in this
box. Otherwise you will not be able to complete the scheduling.

Start/End Date/Times: (See next Note tip for times and Reschedule
information.)

Duration: The system populates this field from the Course Table. If
the session duration is different from this default, update the Duration
field.

Duration Unit Field: The system populates this field from the Course
Table. This is the unit in which the Duration is being measured. If you
want to use a different unit, select a Duration Unit from the available
options.

Min. Students/Session: The system populates this from the Course
Table. Update the minimum number of students in this field, if
necessary.

Max. Students/Session: The system populates this field from the
Course Table. Update the maximum number of students in this field, if
necessary.

Language Field: This field is not used.
Vendor ID: Enter your Business Unit in this field, which is used for

reporting purposes. If you do not know the number, use the lookup
feature and select the appropriate number.

j Start/End Dates: Enter the start and end dates for the course session.
- Start/End Times: Enter the start and end times of the course session.

Note: All times entered are assumed to be AM unless:

1. They are specified in Military Time format, for example 0900
becomes 9:00am and 1500 becomes 3:00pm.

2. You put a p after the time, for example 3p becomes 3:00pm and
4:30p becomes 4:30pm. These will translate after you type them and
press the tab key.
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Rescheduled Check Box: When entering a new session, leave this box
blank.

Note: If you later change the Start/End Dates or Start/End Times, you
will also need to click inside the Reschedule Check Box. When you
change the dates for the session, the system automatically updates the
dates in the Student Training Records of students on the waiting lists
and enrolled in the course session. You must check the Reschedule
Box to cause the updates to generate.

When you select the Rescheduled Check Box and save the page, the
system changes the letter code in the student training record to RSC
(rescheduled).

|- RG89 3 &S

PeopleSoft.

PR i =

Course Session Profile

Course:

Session Number:

Lacation, Instructor

Eguipment

BSK0O1  Presentation Skills

anon School:

Mew Window | Heln

Course Status: Active

*Session Status:

Start/End Dates:

Start/End Times:

Duration:

Min Students/Session:

Session Language:

Wendor ID:

Bsavel  [Eldnoity

El El
EET B
[ 59
3

Duration Unit:

ey

Course Session Profile | Location, Instructar | Equipment | Expense

Mazx Students/Session:

[ Session Administration

I Rescheduled

Hour it
E

[EAdd | |2 UpdatesDisplay

Action

8. Enter the desired information into the Start Date field. Enter "02/17/2003".

9. Press [Tab].

10.

Enter the desired information into the End Date field. Enter "02/17/2004".

(Note: The fact that the class start/end dates are not the same year appears to be a typo
in the tutorial.)
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Step Action
11 Press [Tab].
12 Enter the desired information into the Start Time field. Enter "0800".
13 Press [Tab].
14 Enter the desired information into the End Time field. Enter "1700".
15 Press [Tab].
16 Click in the Vendor ID field.
17 Enter the Business Unit into the Vendor ID field. Enter "00070".
[¢-=2 Q03 Q=T 3 B-IFE
PeopleSoft.
P
Mew Window | Help
Course Session Profile | Location, Insirusior | Eguipment
Course: BSKO01  Presentation Skills Course Status: Active
Session Number: aoon School:
*Session Status: Active ud ¥ Session Administration
StartEnd Dates: [0z 72003 loz7zu04 B 1 Rescheduled
Start/End Times: ,W ,W
Duration: 80 Duration Unit: Hour j'
Min Students/Session: ,73 Max Students/Session: m
Session Language:
Vendor ID: onoro Q)
@ savel  [Elnotity EAdd | (] Update/Display,
Course Session Profile | Location, Instructar | Equipment | Expense
Step Action
18 Click the Location, Instructor tab.
19 Use the Location, Instructor page to enter, update, or view information regarding the
course session at the training facility.
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Location, Instructor Page Information

Location, Instructor Tab: Click on it at the top of the page. Use the
Location and Instructor page to set up the location of the course session
and the course instructor.

Note: Locations and course instructors need to be in the system prior to
selecting them for your session. If you need to add a location or course
instructor, contact the State Personnel Department.

Facility Field: type in the Facility Code, or use the lookup feature and
make a selection from the list. The Tab key on your keyboard may be
used to navigate between fields. The following fields will default
provided the information has been entered on the Facility table:

Facility Name

Room/Floor

Building

Contact Name

Country

Max Students/Room

Address 1, Address 2, Address 3

City, County, Postal, and State of Indiana

Once populated, most of these fields will be grayed out and unavailable
for change. The Room/Floor, Building, or Contact Name fields will not
be grayed out and may be updated.

Vendor ID: This field should be left blank!

Select Free Instructor: Click on this link to select an instructor for your
session.

If there is not available instructor, the Instructor Name field may be left
blank.

Note: If there is no instructor free of listed, DO NOT TYPE IN A
NAME. Leave the Instructor filed blank.
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|- RG89 3 &S

PeopleSoft.
Mew Window | Heln
Location, Instructor Equiprment Expense
il Course: BSKDOT  Presentation Skills Course Status:  Active
Session# 0000 Session Status: Active

Training Location Find
StartEnd Dates: |02M17/200 02f17i2004 StartEnd Times: | 5:00AM 5.00PM ll;l
Duration: 8.0 Duration Unit: | Hour ]

Facility: ‘ g ‘ Vendor ID: | ﬂTrainin Facility Address
Selectfree Training Room

[2
[>
>
b
>
b
(2
(2
(2
b
(2
(2
(2
-

Room Code: Maximurn Nbr of Students:

Building:

Hoor #:

vendor Instructor ID Name
+| =
<« Selectfree Instructor _I_I
Esave) ([Ednotify B Add | | E Update/Display

Course Session Profile | Location, Instructar | Equipment | Expense

Step Action

20. | Specify a training facility code for this session in the Facility field.
Enter the desired information into the Facility field. Enter "BZ001".

21. | The Instructor ID/Name field is optional. If you want to put in an instructor, use the
Select free Instructor link, otherwise leave blank.

Never TYPE an instructor into the Instructor Name field.
Click the Select free Instructor link.

Eelect free Instructar
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|- -G 8m8ad -5

PeopleSoft.

Mew Window | Heln

Select Free Instructor

Course: BSKO02 Presentation Skills

Instructor Name Vendor

r 100000011171 Lucero Kam Wilma

oK Caneal

Step Action
22| Click the option.
23 | Click the Ok (Enter) button.
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[+-- 0Bd 0ede 5o
PeopleSoft.

Home

Mew Window | Heln

Course: BSKOO01  Presentation Skills Course Status: Active

Session# 0000 Session Status: Active

StarEnd Dates: 0272003 | [ (02172004 StartEnd Times:; | S:00AM S00FM =]
Duration: en Duration Unit:  |Hour j Delets row 1 (Al+a)

Facility: BZ001 | Q] Esphrta Santo - Ind Vendor ID: Q Training Facilit Address
Selectfree Training Room

Room Code: Mazimum Nbr of Students:

Building:

Hoor #:

Instructor ID Name

vendor
+| =
g Select free Instructar 10000001111 JLucero Karn Wilma —I—I
B Add | | E Update/Display

Esave) ([Ednotify

Course Session Profile | Location, Instructar | Equipment | Expense

Step Action

24.
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B R EEEE

PeopleSoft.
Menu &

Search:
®
[ My Favorites
> Employee Self Service
> Recruiting
- Workforce Administration
> Benefits
- Compensation
- Organizational Development
[~ Enterprise Leamning
[> Student Enroliment
> Result Tracking
> Cost Analysis
[ Training Reports
> Course Reparts
> Define Training
Resources
= Define CoursefCost
Details
— Courses
— Course Costs
rse Session Planner

— Course ession Costs
— Program Information

| Course Session Profile ) Location, Instructor )

 Expense |

MewsWindow | Help | Customnize Page | &,

Course: 001234  PEFS EPro Buyers

Session #: oooo

Training Room Equipment

Start Date: 08/23i2004  Facility: CTI cTI
Room Code:
Fixed Equipment/Materials

Equipment/Materials Code Quantity

Course Status:

Session Status:

Active

First 3] 1 or 1 ] Last

Training Facility Equipmen

First [4] 1 of 1 [M Last

'Session Equipment/Materials

Code Quantity

— Tuition Expense Type
> Define Budget
> Set Un HRMS
[ Wiorklist
- Application Diagnostics
[ Tree Manager
> Reporting Tools
> PeopleTools
— Chanoe Wy Password

a =

First (40 1 (M Last
=

B save

[EAdd | | ] Update/Display

- My Per 1 Course Session Profile | Lacation, Instructar | Eguipment | Expense
— My Systern Profile
— My Dictionany
.
Step Action

25.

fraining Facility Enuipment

The Equipment page is optional. Use the Equipment page if you would like to
designate specific equipment for this course session. In this example, we'll
demonstrate it's use.

Use the Training Facility Equipment link to view a list of standard equipment used
at the facility.

After viewing the list, you will be returned to this page to select any additional
equipment that is needed.
Click the Training Facility Equipment link.
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[¢-»-QdQudI|H-3=HE
PeopleSoft.
Meny &

' ®

[ My Favorites Training Facility Equipment
- Employee Self Service
I Recruiting Facilit:  CT|
- Workforce Administration
> Benefits
- Compensation
I Organizational Development Equipment/Materials Code
[~ Enterprise Learning
[> Student Enroliment E0
I» Result Tracking
> Cost Analysis
> Training Reports
> Course Reparts
> Define Training
Resources
= Define CoursefCost
Details
— Courses
— Course Costs
Course Session Planner

Tl

Computer labs 1

Course Session Costs
— Program Information
— Tuition Expense Type
[> Define Budoet
[ Set U HRMS Return
[ Wiorklist
- Application Diagnostics
I Tree Manager
> Reporting Tools
> PeopleTools
- Chanoe Wy Password
[~ My Personalizations
- My System Profile
[~ My Dictionary

New Wwindow | Help | Customize Page | )

Step

Action

26.

Here the standard equipment for this facility is listed.
Click the Return (Esc) button.
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B R EEEE

PeopleSoft.
Menu &

Search:
®

[ My Favorites

> Employee Self Service

> Recruiting

- Workforce Administration

> Benefits

- Compensation

- Organizational Development

[~ Enterprise Leamning

[> Student Enroliment

> Result Tracking

> Cost Analysis

[ Training Reports

> Course Reparts

> Define Training
Resources

= Define CoursefCost
Details
— Courses
— Course Costs
ourse Session Planner

ourse Session Costs
— Program Information

Home

Mew wiindow | Help | Custorize Page

| Course Session Profile ) Location, Instructor )  Expense |
Course: 001234  PEFSEPro Buyers Course Status: Active
Session# 0000 Session Status:  Active

101 0] Last

Training Room Equipment

Start Date: 08i23i2004  Facility: Training Eaclity Equipment

Room Code:

CTI

Fixed Equipment/Materials

Equipment/Materials Code Quantity

'Session Equipment/Materials

Code

— Tuition Expense Type
> Define Budget
> Set Un HRMS
[ Wiorklist
- Application Diagnostics
[ Tree Manager
> Reporting Tools
> PeopleTools
— Chanoe Wy Password

a FEE

B save

- My Per 1 Course Session Profile | Lacation, Instructar | Eguipment | Expense
— My Systern Profile
— My Dictionany

[EAdd | | ] Update/Display

=l

=]

Step

Action

27.

=

Use the Session Equipment/Materials section of this page if you would like to
specify any additional equipment for your session.
Click the Look up Equipment/Materials Code (Alt+5) button.
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B EEEEE

PeopleSoft.
Meny &

Search:
®

[ My Favorites
> Employee Self Service

Look Up Equipment/Materials Code

- Compensation
- Organizational Development
[~ Enterprise Learning

[> Student Enroliment

> Result Tracking

[» Cost Analysis

> Training Reports

> Course Reparts

> Define Training

[ Recruiting P N . =
|- workdaree Admi ials Code: [begins wthl
- Benhefits Description: [begins wnhjl

Look Up Clear Cancel | Basic Lookup

Search Results
1-49 of 48

quipmentMaterials Code Des:

Hew Window | Help | 18, 2]

Resources One Roll of Masking Tape
< Define Course/Cost BEOZ Two Black Overhead Pens
Details BB03 One Red Ovethead Fen
— Courses BE04 One Green Owerhead Pen
— Course Costs BE05 One Blue Overhead Pen
— Course Session Planner BEOG One Box of Kleenex
BO7 One Bottle ofWater
- .
D o =11 Four Sheets Typg Faperin Fold
_ Tullion Expense Tye B03 Four Sheets Typg Paper in Fold B
[ Define Budget B10 Eour Shts Ov.erhead Transh Film
[ Get Up HRMS B11 Tuwo Black Flip Chart Markers
[ YWarklist B12 one Red Flip Chart Marker
- Application Diagnostics B13 One Extension Cord
(> Tree Manager B14 Becord of Training Forms
> Reporting Tools B15 Tin Presentation Crifigue Form
" PeopleTools BE16 Evaluation of Training Forms
|- Chanoe I Easswin BBIT Three Blank video Gasseftes
[~ My Personalizations — o=
| \y Systern Proils BB18 Two BlackInk Pens
|- Wy Dictionary Be13 Qne Pad of bote Paper
BBZ0 903 Bond Paper of Narme Tents
EO01 Tuiver
EO02 Qverhead Projector
EDOZ Elip Charts
EO04 Podium
EO0S Powerpoint Projector. o
.
Step Action

28.

Select Flip Charts for this example.

29.

You may adjust the Quantity for the number of items desired.

To specify additional equipment, click the (+) to the right.
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B R EEEE

PeopleSoft.
Search: MewsWindow | Help | Customnize Page | &,
[ 1y Favorites | Course Session Frofile ) Location, Instructor | Equi  Expense |
> Employee Self Service
[ R il Course: 001234 PSFS EPro Buyers Course Status:  Active
- Workforce Administration
> Benefits Session #: ooog Session Status: Active

- Compensation
- Organizational Development
[~ Enterprise Leamning

Training Room Equipment h First E 1of 1 E' Last

b Student Enroliment Start Date: 08/23/2004  Facility: Tl el Training Faciliy Equipment

[» Result Tracking Room Code:

> Cost Analysis

[ Training Reports Fixed Equipment/Materials i First E 1of 1 E Last

> Course Reparts

> Define Training
Resources

= Define CoursefCost
Details
— Courses

Equipment/Materials Code Quantity

— Course Costs
— Course Session Planner

'Session Equipment/Materials

— Course ession Costs

— Program Infarmation i Code Quantity

— Tuition Expense Type

> Define Budget FO03 R FijpCharts [ EE

> Set Un HRMS
[ Wiorklist
- Application Diagnostics
[ Tree Manager
> Reporting Tools
- PeopleTools B save [ErAdd] | Update/Display
— Chanoe My Password
- My Per 1 Course Session Profile | Lacation, Instructar | Egquipment | Expense
[~ My Systemn Profile
|~ My Dictionary

Step Action

30. | Click the Save (Alt+1) button.

31. | Notice that the session number has changed from 0000 to 0001. This indicates that a
new session has been added to the Presentation Skills course. It was automatically
assigned a number. In this case 0001.

32. | You successfully added a session for the Presentation Skills course.
End of Procedure.

Enrolling Students Individually

Once you have set up your course sessions, you are ready to start enrolling students and adding
students to course and session waiting lists. There are several methods of enrolling students, so
you can select the best option for your facility. For example, you may set up sessions in advance
and publish a training schedule that students review and submit enrollment requests.
Alternatively, you may prefer to set up waiting lists and create course sessions when there are
enough students on the lists to fill the session.

You use the Course Session Enrollment page to enroll students individually in a session. Before
enrolling students, you must set up the session by using the Course Session table.

You can use the Course Session Enrollment page to enroll multiple students in the same
session. You may enroll students or adjust the existing enrollment status codes for students
already enrolled. For instance, if a student requests to withdraw their enrollment in the class, you
would change the status from enrolled to dropped.
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Note: You may only view and change enrollments for course sessions that have not been

marked Complete.

In this topic, several employees want to enroll in the Presentation Skills course session 0001.

Your goal is to enroll these students individually in this session and verify their enrollments.

Procedure

Several employees want to enroll in the Presentation Skills course session 0001. Your goal is to

enroll these students individually in this session and verify their enrollments.

[+ > 084 0ude & oE
PeopleSoft.

J My Page HEMS Portal Pack Homepage 1

Personalize Content | Layout

Help

" PeopleSoft

Step Action

1. Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

P Enterprise Learning

2. Click the Student Enrollment link.

¥ Student Enrallment

3. Click the Enroll Individually link.

Enroll Individually
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Mewr Window | Heln

Enroll Individually
Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values,

Find an Existing Value

Course Code: Begins with =] | Y]
Course Session Nbr:| begins with j |
Description: begins with j|
Course Start Date: |: j |
Training Facility: | hegins with j |
Session Language: [begins with =] [

Pz

I” case Sensitive

Search Clear | Basic Search [§ Save Search Critetia

Step Action

4. Enter the desired information into the Course Code field. Enter "BSK001".

5 Press [Tab].

6. Enter the desired information into the Course Session Nbr field. Enter "0001".

7 Click the Search button.

Page 25




Training Guide PeopleSoft
Enterprise Learning User Productivity Kit

[+ > 064 0ude 5 od
PeopleSoft.

Mew Window | Heln

Course Session Enroliment

Course: BSKOO1  Presentation Skills Session# 0001  Active

Start Date: 02A17/2003 Start Time: 8:00AM

Facility: ES Ind Language:

Min Students: 3 Max Students: 12 _ Prerequisite Checking |

#Enrolled: 1} # Waiting: 0 Transfer-Course Session Setupn
Attendance Finid Al First 10of 1 Last

EmpliD: ey +-]
*EnrolimentiAtiendance: 2l status pate: 21872004 | ]

Training Reason: I ﬂ ™ Prerequisites Met

Letter Code: ’_ Q Date Letter Printed: Grade:

Department
Business Unit: 4

Department: ﬂ
Demand from Budget Training

Search Criteria:

™ Population ™ catalog Demand ID:

* I BFrance

B szve)] (CiRetunto Search | [EHatity

Step Action

8. Use the Course Session Enrollment page to enroll students.
CAUTION: As you select each student for enrollment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.
Enter the desired information into the EmplID field. Enter "KR0040".

9. Press [Tab].

10. Specify the student enrollment status, such as Enrolled, Sessn Wait, or Request, in the
Enrollment/Attendance field.
Click the *Enrollment/Attendance list.

11. | Select Enrolled.

12. | The Status Date field uses the current system date by default. Accept the default date
for this field.
Press [Tab].

13. | Specify the reason for training in the Training Reason field.

Click the Training Reason list.
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Step Action
| |
14. | Click an entry in the list.

Always select Skill Enhancement.

|8ki|l Enhancement |

15.

Press [Tab].

16.

Leave the Prerequisites Met option turned off. After you have finished all
enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

17.

You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses. If so, PeopleSoft populates the
Prerequisites Met check box for each student who meets the criteria. If a student is
lacking the necessary courses, a method of notifying students of discrepancies may be
developed. Also, any enrolled status existing for students who do not meet the
prerequisites may be manually changed.

18.

Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.

IMPORTANT!! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

19.

Do not use the Population, Catalog, or Demand ID fields. This functionality has not
been developed.

To enroll additional students, we will click the Plus (+) to the right. Enter the same
fields as mentioned above for each enrollment.

IMPORTANT!!! If you do not click the plus sign when enrolling additional students,
you will overlay information and destroy the record you just completed. Always click
the plus sign before adding a new enrollment!!

The total #Enrolled above the blue Attendance bar changes with each entry. This
enables you to determine when you have reached the maximum number of students
for the class. If the number of students enrolled exceeds the Maximum Students
allowed, a warning message will display.

20.

We will now add another student.

Click the Add Row button.
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Step Action
71. | Enter the desired information into the EmplID field. Enter "KR0041".
22 Press [Tab].
23 | Click the *Enrollment/Attendance list.
24. | Click an entry in the list.
Select Enrolled.
25 Press [Tab].
26. | Click the Training Reason list.
| =
27 | Select Skill Enhancement.
|Ski|l Enhancement |
78 | You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.
79 | Your enrollment(s) are completed.
Click the Save button.
30. | You successfully enrolled students individually.

End of Procedure.
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Enrolling Students in Multiple Courses

Use the Course Student Enrollment page to enroll a student into one or more sessions at a time.
Before enrolling students, course sessions must be created in the Course Session table.

You can use the Course Student Enrollment page to enroll a student or adjust his/her existing
enrollments for any sessions which have not been marked Complete.

In this topic, we will enroll Dale into multiple classes. His ID is 10000228295.

Procedure

2} Employee-facing registry content - Micrasoft Internet Explorer =S|
| Ele Edt Vew Favortes Took  Help |

| wmeack - = - @D @) 4| Qoearch Giravortes @iveda F | 5y S A - =

| Address [&] http:/jhrd.ris.state. in.us]psp/hrupt JEMPLOVEE(HRMSjhj?tab=DEFALLT = #a
PeopleSoft.
Personalize Content | Layout
Menu =2
Scarch:

(- My Favorites

I Emplayee Self Sewvice

> Recruiting

[ Warkforce Administration
[+ Benefits

> Compensation

> Organizational Development
> Enterprise Learning

[- SetUp HRMS

[ Warklist

[ Application Diagnostics
- Tree Manager

- Reporting Toals

[ PeopleTools

— Change by Password

— My Personalizations

— My System Profile

— My Dictionary

" PeopleSoft

=l
& [T [ e
e | 08 680 3 *| e e 0] of €18 1 = = ol sl = i ) | o ] WO

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning|

2 Click the Student Enrollment link.

3. Click the Enroll in Course link.
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oll in Course osoft Internet Explore SR
| Ble Edt wiew Fovortes Took Help |
| wgack - = - @ 2] A | Dearch GFavoriies Pvedia (F | By S = H
| nddress [ @) hip:hrd. gmis.state.in usfpspihnup L fEMPLOVEE /HRMS/C/ADMINISTER_TRAINIMG_(GEL). TRN_STLDNT_CRS_DT2.GEL | @an

PeopleSoft.

[> Training Budget d

< Student Enroliment

— Enroll by Cepartment Enreoll in Course
Demands

— Enroll by Employes
Demands

— Enroll by Grouj Find an Existing Value

Mew Window | Helo | B

Enter any information you have and click Search. Leave fields blank for a list of all values,

— Enrall Individually
— CreatelUpdate Course EmpliD: begins with =
Wait List " [beg =lf
— Course Gession Auta Name: |beginswithj|
Enroliment | —
— Reschedule Between Last Name: [begins with ][

Sessions Department SetiD: [begins with =] | Q
Department: |hegmswnh jl (e}
Alternate Character Name: | begins with j |

Ixl
— Create Training Letters
I» Result Tracking

Resources
[» Define Course/Cost
Details Search Clear Basic Search E Save Search Criteria
I> Define Budget
[> Set Up HRMS
[ Worklist
> Application Diagnostics
> Tree Manager
> Reporting Tools
> PeopleToals
— Change Wy Password
— My Personalizations
— hty Systern Profile
— My Dictignary -

[ Cost Analysis Personnel Status: |= j | ﬂ
I Training Reparts - " " P

5 EIEs FEE Hational ID: [begins with =] [

[> Define Training I case Sensitive

@] Done
gl start

mEepoS »

i
| £ 8@l el &le & S = Al & 9 & S =1 2 = =) 7 = =) 7] =) %] 5

|4 Intemet

::I W 1146w

Step Action

4. Enter the desired information into the EmplID field. Enter "10000228295".

5 Click the Search (Alt+1) button.
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i Envoll in Course - Microsoft Internet Explorer =12 =]

[| Ele £de wew Favorkes Toos Help |
GBack v = - @ [2) A Bsearch [iFavortes Dvedia 0B | B S =1 =

| #gdress [&) bt fhrd. s, state.in. usfpsplhrup L EMPLOYEE /RIS C/ADMINISTER_TRAINING_(GELY. TRM_STLIDNT_CRS_DT2.5BL =] @

PeopleSoft.

[» Training Budget
= Student Enrollment
— Enroll by Departrnent
Cemands
— Enroll by Employes
Demands
— Enroll by Group

=

{ Course Student Enroliment "{_ Dermand fram Budget Training ',

New Window | Heln | Custormize Pace | 5 =]

Course Information

[» Define Budget
[> Set Up HRMS
[ Wiorklist
I Application Diagnostics
[» Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
— Nty Personalizations
— My System Profile
|— by Dictionary

Training Reason: j'
Q
l_

Business Unit:

Grade:

4|

Waitlist Date:  |08/31/2004 [
Department: Q

Letter Code:

— Enroll Individualt Earnharit Jr,.Dale EmpliD: 100002282495
— Create/Updale Course Course Code: [ Q Course Title: |
Wait List
— Course Session Auta . |Edemal = Facility: Language:
Enrallment
— Beschedule Between Session ¥
Start Date: Bl
k.
_ Create Training Letters End Date: il School Name:
> Result Tracking .
> Cost Analysis School Code: a
[ Training Reparts
> Course Reports
¥ gzz’;ﬁl’::'”g ™ Prerequisites Met Date Needed:
[> Define Course/Cost *Attendance: Course Waitlist d Status Date:  |08/31/2004 [H
Details

Letter Dt:

|&] Done

s | 1 12 @ B0 7

I
|81 &l ol of e e 3 & o i & &) =) e ) )| ) ) ) ) ) )

| _»l_I
|4 Irkermet

::I B 1460w

Step

Action

6.

Enter the desired information into the Course Code field. Enter "001234".

Press [Tab].

=

Click the Look up Session # (Alt+5) button.
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Enroll in Course

icrosoft Internet Explorer =[5 x|
File Edit Wew Favorites Tooks Help |

wack » = - @[3 A Bsearch [iFavortes Pvedia B | G- S =1 =

| #gdress [ &) bt fhrd. s, state.in. usfpsp/hrup L fEMPLOYEE /RIS C/ADMINISTER_TRAINING_(GELY. TRM_STLIDNT_CRS_DT2 8L =] P

PeopleSoft.

[> Training Budget ;I Mew Window | Helg | ey [
= Student Enrollment
— Enroll by Departrnent Look Up Session #
Cemands
— Enroll by Employes
Demands Course Code: 001234
— Enroll by Group Course Session Nbr:| begins with =] [
— Enroll Individually
— Create/Updale Course Session Status: |: j | LI

Wait List
— Course Session Auta Course Start Date: I’ ﬂ I ]
Enrollment Training Facilit:  [oeging with 7] [ Q —
Q

— Beschedule Between
Sessions Session Language: [begins with =] [

— Quick Enroliment

— Create Training Letters Lack Un | &I Caneel | Basic Lonkup
> Result Tracking
> Cost Analysis
[ Training Reparts
> Course Reports

Search Results

1481 of81

[ Define Training Se
Resources JieE Complete 0212412004 DOCISR (blank)
I Defing CourseiCost 004 Complets 0472072004 (blank) (blank)
Details DoBa Active 05/2512008 sTCO1 (blank)
b ggal”ag;%get Doaz Complete 05M 112004 STCO1 (blank)
' Workiist D081 Complete 04/27/2004 STCOt blank)
1 Application Diagnostics 0080 Complete 0411 22004 PENO2 (blank)
b Tree Manager 0078 Complete 041052004 STC0t (blank)
> Reporting Tools oorg Complete 03/23/2004 STCO1 blank)
[> PeopleTools o077 Complets 03M 62004 STCO1 (Blank)
— Change My Password 078 Complete 030612004 aTC01 blank
:% D75 Complete 03/0202004 STt blank
Crrrieem —{ o074 Complete 0310212004 MSDC (blank) -
|4&] javascript: submitAction_winO{document.wind, #ICRowD); |4 1rternst

dhsan| |G 8BS

JﬂﬂgﬂﬂrEQQQEEEQE@EEEE@@E@E:I BY

Step Action

9. You may only enter or change enrollment for Active classes.

Select Course Session Nbr 0083.
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i Enroll in Course - Microsoft Internet Explorer =S|
File Edit Wiew Favorites Tooks  Help |

Giack » = - @ [D) A Dsearch [GiFavortes Dvedia B | G- S =1 =

| #gdress [ &) bt fhrd. s, state.in. usfpsplhrup L EMPLOYEE /RIS /ADMINISTER_TRAINING_(GELY. TRM_STLIDNT_CRS_DT2.5BL =] @

PeopleSoft.

I Training Budget 5] New Window | Help | Custormize Pace | 5 =]
= Student Enrollment
— Enroll by Department { Course Student Enroliment "{_ Dermand fram Budget Training ',
Demands
— Enroll by Employes Course Information
Demands
— Enroll by Group .
— Enroll Individualt Earnharit Jr,.Dale EmpliD: 10000226295
- WL‘];:?EL% date Course Course Code: 001234 Q Course Title: [P F3 EPra Buyers
— Course Session Auta ;| Internal = Facility: State Training Center Language:
Enrallment
— Beschedule Between Session #: 0083 Q Min: 5 Max: 17 # Enrolled: 5 #Waiting: 1}
Start Date: 05/25/2004 Start Time:  8:00AM End Time: 3:30PM
— Create Training Letters End Date: 051262004
> Result Tracking
> Cost Analysis
[ Training Reparts
> Course Reports
b DA T I Prerequisites Met Date Needed:

Resources

[> Define Course/Cost *Attendance: Course Waitlist k2 Status Date:  |08/31/2004 [H
Details
[> Define Budget Training Reason: :I‘ Waitlist Date: |08/31/2004 [ =
1> SetUp HRMS
1> Worklist Business Unit; Q Department: Q

I Application Diagnostics
[ Tree Manager Grade: Letter Code: Letter Dt:
> Reporting Tools

> PeopleTools

— Change My Password
— Ity Personalizations
— My System Profile

— My Dictionary =] | N

&) Done [ Intemet

[
EE0 e NE Y e Iy B e e’ o | s i IS s e B e e s o | T I

Step

Action

10.

Click the Training Reason list.

| =

11.

Click an entry in the list.

12.

Click in the Business Unit field.

[ ]

13.

Enter the desired information into the Business Unit field. Enter "00070".

14.

Click the Add a new row at row 1 (Alt+7) button.

15.

Enter the desired information into the Course Code field. Enter "001267".

16.

Press [Tab].

17.

Click the Look up Session # (Alt+5) button.

=
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Enrollin Course

File Edit Wisw Favorites

osoft Internet Explorer

Tools

Help.

GBack » = - @[3 A

Qusearch [ilFavortes Eivedia 4 | G- S =1 5

J Address IE https/fhrd.gmis.state.inus/psp/hrup1 fEMPLOYEE/HRMS/c/ADMINISTER _TRAIMING (GEL). TRM_STUDNT_CRS_DT2.GBL

=] P

PeopleSoft.

[» Training Budget
= Student Enrollment
— Enroll by Departrnent
Cemands
— Enroll by Employes
Demands
— Enroll by Group
— Enroll Individually
— Create/Updale Course
Wait List
— Course Session Auta
Enrallment
— Beschedule Between
Sessions

I
— Quick Enroliment
— Create Training Letters

Look Up Session #

Course Codi 001287
Course Session Nhr:l begins with j |

| |
Course Start Date: [= =
[hegins W\thjl
Session Language: [begins with j|

Look Up | | Clear Cancel | Basic Lookup

Session Status:

Training Facility:

L g =

> Result Tracking
> Cost Analysis
I Training Reparts
> Course Reports
[ Define Training
Resources
[- Define Course/Cost
Details
[» Define Budget
[> Set Up HRMS
[ Wiorklist
I Application Diagnostics
[» Tree Manager
> Reporting Tools
> PeopleToals
— Change My Password
— Ny Personalizations
— My System Profile

|— by Dictionary -

Search Results

05/28/2004

Active

Complete 12182003
Complete 12122003
Complete 12/05/2003
Complete 12/04/2003 hlank

Mew Window | Help | 5,

@
s | 1 12 @ B 00 7

il
|86l of lle ) 3 & o i | &) ) e ) )| ) ) ) ) ) )

|4 Irkermet

::I GBW 114sam

Step

Action

18.

Click the Search Results table.

file Edit Wew Favories

Todls

Help

Ghack - = - (@[3 a4t

Dsearch [EFavortes Ginveda 0 | B S5 & H

hitp:fhrd. gris. state. in us{psp/hrup L [EMPLOVEE /HRIMS{c/ADMINISTER,_TRAINING_(GBL). TRN_STUDNT_CRS_DT2.GEL

PeopleSoft.

I> Training Budoet
< Student Enrollment
— Enroll by Department

]

| Course Student Enroliment {_Dermand frarm Budnst Training

Demands
— Enraoll by Employes
Demands
— Enroll by Group .
— Enroll Individuzlt EamhardtJr,Dale EmpliD: 10000228295
— Create/Jpdate Course Course Code: 001267 Q Course Title: |P5 FS Query Writing
Wait List
— Course Session Auto Internal = Facility: Language:
Enroliment
— Reschedule Between Session #: jhooa & Min: 10 Max: 20 #Enrolled: 7 #Waiting: 0
S
Start Date: 05/28/2004 Start Time:  3:00AM End Time: Z:00PM
End Date: 0512612004
> Result Tracking
> Cost Analysis
[> Training Reports
- Course Reports
& g‘:z’;z:c':émg ™ Prerequisites Met Date Needed: El
[» Define Course/Cost *Attendance: Course Waitlist B2 Status Date:  |08/31/2004 [
Details
[> Define Budoet Training Reason: :I' Waitlist Date: |08/31/2004 o
[> Set Up HRMS
[> VWarklist Business Unit: Q Department: &
> Application Diagnostics
[ Tree Manager Grade: Letter Code: Letter Dt:
> Reporting Toals
[» PeopleTools
— Chanoe Wy Password
— My Personalizations
— My Swstern Profle
— Iy Dictionary ~|4] |
Done | | @ Irternet

EE Ny = s R K = e b [T e == e e e = o s o i i e i

]
ot [
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Step

Action

19.

Click the Training Reason list.

| 5

20.

Click an entry in the list.

21.

Click in the Business Unit field.

[ ]

22.

Enter the desired information into the Business Unit field. Enter "00070".

| Ble Edt wiew Favorites Took Help |

| wpak - = - @ 2] A Dearch GFavories Pvedia (F | By S = FH

| nddress [ hip:hrd. gmis.state.in usfpspifnup L fEMPLOVEE /HRMS/C/ADMINISTER _TRAINIMG_(GEL). TRN_STLDNT_CRS_DT2.GEL

PeopleSoft.

[> Training Budget
= Student Enroliment
— Enroll by Department
Demands
— Enroll by Employes
Demands
— Enrall by Group
— Enroll Individually
— CreatelUpdate Course
it List
— Course Gession Auta
Enrolimert
— Beschedule Between

Session ¥
Start Date:

End Date:

Sessions
—Enrallin ©
— Quick Enn
— Create Training Letters
I* Result Tracking
[» Cost Analysis

Business Unit:

Grade:

0009 @

Min:
05/28/2004
05/28/2004

™ Prerequisites Met

Course Waitlist =

Training Reason: | Skill ]'

o007 @
—

Start Time:

Date Needed:

Status Date:
Waitlist Date:

Department:
Letter Code:

Languaye.
20 # Enrolled:

End Time:

[
8
. [
 a

Letter Dt:

T #Waiting:

2:00PM

[ Training Reparts
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I Define Budget
[> Set Up HRMS
[ Worklist
> Application Diagnostice
> Tree Manager
> Reporting Tools

B 5zve] | QRetunte Search
> PeopleToals

— change My Password Course Student E
— My Personalizations
— hty Systern Profile

— My Dictionary =

nt| Demand from Budget Training

4l |

4

2] Done
gl start

[ | rternet

[
lmaedos &am o &lE &S = o @ @ FH S 7 2 5 o @) @) 7| &) 7] S @] JEEY o

Step

Action

23.

Click the Save (Alt+1) button.

24.

End of Procedure.
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Printing a Course Sign-in Sheet

Once you have enrolled the students in a Course Session, you may print out the Course Sign-in
Sheet for that session. Note: Once the Session Status has been changed to Completed, you will
no longer be able to print the Course Sign-in Sheet for that session.

In this example, we will print the Sign-in Sheet for the Epro Buyers course session 0049.

Procedure

PeopleSoft.

Personalize Content | Layaut

Menu
Search:

®
[+ My Favarites
> Employee Self Service
> Recruiting
[ Warkforce Administration
[- Bengfits
> Campensation
[ Organizational Developrment
(- Enterprise Learning
[ SetUp HRMS
[ Worklist
[ Application Diagnostics
> Tree Manager
> Reporting Toals
> PeopleTools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

|«-»-0dQuadBH-3=-5

[~ -]

" PeopleSoft

Step Action

1. Click the Enterprise Learning link.

[ Enterprise Learning]

2. Click the Training Reports link.

[ Training Reports

3. Click the Course Sign In link.

Course Sidgn |
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B R EEEE

PeopleSoft.

— EE Session Cost
Summary
— Statistics of EEs Enrolled|
— Student Training History
— Training Facility
Schedules
— Training Instructor
Schedules
— Training Programs
— Training Schedules
= Individual Training
Beport
— Anency Training By
Employes
— Agency Training Hours
— Training Hours - Dept.
lotals
— Training course
aftendance
— DOC Training Hours
— Caol nIn
— Finance Report
— Training Facility
Schedule
— Training Calendar
— Instructar Course List
— Statewide Training
Calendar
— Emplovee Training
Becords
> Course Reparts
> Define Training
Resources
[> Define Course/Cost
Details
> Define Budaet
[ Set Lp HRMS
> \orklist
> Application Diagnostics
> Tree Manager
> Reporting Tools

= Training Repaorts =

Home

Hew Window | Help | 8

Course Sign In
Enter any information you have and click Search. Leave fields blank fora listofall values.

{ Find an Existing Value " Add a New Value |

Search by: Run Control ID begins with

I” case Sensitive

Search | Advanced Search

Find an Existing Yalue \ Add a Mew VYalue

> PeopleTools —!
— Change My Password

|- My Personalizations Gl

Step

Action

You will ne

ed to Find an Existing or Add a New Value for Run Control ID.

If you only have one Run Control ID, it will return when you click Search.

Click the Search (Alt+1) button.
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[¢-»>-QdQudI|H-3=HE
PeopleSoft.

= Training Reports = Mew window | Help | Custorize Page | &
— EE Session Cost
Summary R ey
— Statistics of EEs Enrolled| Soi Run S0i0040c
— Student Training History
— Training Facility Run Control ID:
Schedules
— Training Instructor
Schedules
— Training Programs
— Training Schedules Course: [ Q
= Individual Training AND
Beport
— Anency Training By i 9
e Session # Q
— Agency Training Hours
— Training Hours - Dept.
lotals
— Training course
aftendance
— DOC Training Hours
— Course Sian In
— Finance Report
— Training Facility
Schedule
— Training Calendar
T | Eisae) (Qubstumto ) B
Calendar
— Emplovee Training
Becords
> Course Reparts
> Define Training
Resources
[> Define Course/Cost
Details
I Define Budaet
[ Set LU HRMS
> \orklist
> Anplication Diagnostics
> Tree Manager
> Reporting Tools
> PeopleTools —!
I~ Change My Password
|- My Personalizations al

B Report Manager  Process Monitor [RIR |

Step Action

5. Enter your Course number.

Enter "001234".
6. Click the Look up Session # (Alt+5) button.

=

Page 38




PeopleSoft.

User Productivity Kit

Training Guide
Enterprise Learning

B R EEEE

PeopleSoft.

< Training Reports

— EE Session Cost
Summary

— Statistics of EEs Enrolled|

— Student Training History

— Training Facility
Schedules

— Training Instructor
Schedules

— Training Programs

— Training Schedules

= Individual Training

=

Look Up Session #

Search by: |Cnurse Session Nbrj begins with

Laok Up Cancel | Advanced Lookup

Search Results

Report
— Angency Training By kil
Employee Il n Status Course Start Date Training Facility Session Languaue)
— Agency Training Hours 0Bg 08/23/2004 Tl (blank)
— Training Hours - Dept. 0087 Complete 07i08/2004 DOCISR {blank)
lotals 0086 Complele  0BI0GI2004 aTC01 (blank)
’:{;‘—m‘n% 0085 Complete 022412004 DOCISR (blank) b
—_ DOC Training Hours 0084 Complete 04i20/2004 {blank) {blank)
0083 Complete 05i25/2004 STCO1 {blank)
= Finance Raport 0082 Complete 051112004 sTCO1 {blank)
— Training Facilit 0081 Complete 04i27/2004 STCO1 (blank)
Schedule 0080 Complete 04/12/2004 PENDZ {blank)
— Training Calendar 0073 Complete 04/06/2004 STCO (hlank)
— Instructor Course List 0078 Complete 03i23/2004 sTCO1 {blank)
— Statewide Training 0077 Complete 03162004 STCO1 (blank)
_%Traimn 0078 Complete 03i09/2004 STCO1 {blank)
—U—C{Rewds 0078 Complete 03i02/2004 STCO1 (blank)
T Goursa Reports 0074 Complete 03i02/2004 MSDC (blank)
> Define Training 0073 Complete 02i26/2004 (blank) (blank)
Resources 0072 Complete 02i2512004 (blank) (blank)
[> Define Course/Cost o7t Complete 024252004 STCO1 (blank)
Details o070 Complets 02/24/2004 STCO1 (hlank)
I> Define Budget 0088 Complete 02/18i2004 sTCO1 (blank)
[ U (IR 0088 Complete 0201862004 STCO1 (blank)
> Worklist [—
> Application Diagnostics 0087 Complete 01i26/2004 (blank) (blank)
[ Trem Managar 0088 Complete 02i16/2004 sTCO1 (blank)
> Reporting Tools 0085 Complete 02011 2:2004 STCO1 iblank)
> PeopleTools — 0084 Complete 021 0/2004 STCOM iblank)
I~ Change My Passwaord 0083 Complete 02i04/2004 sTCO1 (blank)
[ My Personalizations ~| ona Comnlets 020202004 TC0l (hlank =

Hew Window | Help | 18, 2]

Action

Select session 0088.

You may only print the Course Sign-in Sheet for Active sessions.
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PeopleSoft.

= Training Repaorts -
— EE Session Cost

Summary fﬁ
— Statistics of EEs Enrolled| Soi Run S0i0040c

B EEEEE

New Window | Help | Customize Page | 5}

— Student Training History

— Training Facility Run Control ID:
Schedules

— Training Instructor
Schedules

4]

Report Manager  Process Monitor [RIR |

— Training Programs

— Training Schedules Course:

= Individual Training AND
Beport

— Anency Training By
Employes

— Agency Training Hours

— Training Hours - Dept.
lotals

— Training course

aftendance

DOC Training Hours

C In

— Finance Report

— Training Facility
Schedule

— Training Calendar

— Instructar Course List

Session #:

Calendar
— Emplovee Training
Becords
> Course Reparts
> Define Training
Resources
[> Define Course/Cost
Details
I Define Budaet
[ Set LU HRMS
> \orklist
> Anplication Diagnostics
> Tree Manager
> Reporting Tools
> PeopleTools —!
I~ Change My Password
[ My Personalizations hd

— Statewide Training Bswve) (QRetimte serch) Bradd

IUU‘W 234 Q PSF35 EPro Buyers

o &

Step Action

8. Click the Run button.
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B EEEEE R EEE

PeopleSoft.

< Training Reports
— EE Session Cost
Summary

— Student Training History

— Training Facility
Schedules

— Training Instructor
Schedules

— Training Programs

— Training Schedules

= Individual Training
Beport

— Anency Training By
Employes

— Agency Training Hours
— Training Hours - Dept.
lotals
— Training course
aftendance
— DO Training Hours
— Coul gn In
— Finance Report
— Training Facility
Schedule
— Training Calendar
— Instructar Course List
— Statewide Training
Calendar
— Emplovee Training
Becords
> Course Reparts
> Define Training
Resgurces
[> Define Course/Cost
Details
I Define Budaet
[ Set LUp HRMS
> \orklist
> Application Diagnostics
> Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
[ My Personalizations

— Statistics of EEs Enrolled|

=

Precess Scheduler Request

MewsWindow | Help | Customnize Page | &,

User ID: P222766 Run Control ID: pj

Server Name: =l Runpate:  [PErzsizons

Recurrence: “1 Run Time: 10:57:09AM Resetto Current Date/Time
Time Zone: Q

Select Description
=2 Course Sign-ln

OK Cancel

Process Name
500040

Process Type
Crystal

Type “Format

[wen =] [Fm =] %

Step

Action

Click the *Format list.

10.

POF

Select format PDF.

11.

By clicking OK, you will submit the process to create the Sign-in Sheet for this
session. Once the process completes, you will be able to view it in Process Monitor
and print the Sign-in.

12.

End of Procedure.
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Closing a Course Session - Processing the Sign-in Sheet

After the course session has concluded, you will need to update the student enrollment for anyone
who did not attend the class. For those who attended, no changes are needed. The system will
change their status to Completed once the course session is closed out.

You will use the Course Session Enrollment page to change a student's status. After saving your
updates, you may view the enrollment on the Course Session Summary page.

In this example, one student was a no-show in the Presentation Skills course. You will update
her Enrollment Status to reflect this.

Procedure

A student has completed the Presentation Skills course and has received a grade. You need to
specify this grade in PeopleSoft Human Resources and view this information on the Course
Session Summary page. Your goal is to enter grades for Rosa Murilo.

[«-»>- 04 8m9a&-5H
PeopleSoft.
J My Page H HRMS Portal Pack Homepage
Personalize Content | Layout Heln

" PeopleSoft

Step Action

1. Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

P Enterprise Learning
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Step Action

2.

Click the Student Enrollment link.

¥ Student Enrallment

Click the Enroll Individually link.

Enroll Indivi

[+ > 0ud omve & o
PeopleSoft.

Mew Window | Help

Enrall Individually
Enter any information you have and click Search. Leave fields blank fora listofall values.

Find an Existing Value

Course Code: [hegins with =] Ql
Course Session Nbr:| heging with j |
Description: begins with j|
Course Start Date:  |= j |
Training Facility: begins with j |
Session Language: |heqins with j |

FleE

™ case Sensitive

Search Clear | Basic Search [ Sawe Search Criteria

Step Action

Enter the desired information into the Course Code field. Enter "BSK001".

Click the Search button.
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[+ 0Bd 0ese 5o
PeopleSoft.

Mew Window | Heln

Course Session Enrollment

Course: BSKOO01  Presentation Skills Session #0001  Active

Start Date: 02117/2003 Start Time: 8:00AM

Facility: ES Ind. Language:

Min Students: 3 Max Students: 12 _Fretequisite Crecking |

# Enrolled: 1 # Waiting: 0 Transfer-Course Session Setun
Attendance Find Al First 1otz I Last
EmpliD: KROD41 G hytene Ameida #l-]
*Enrolmentattendance: | Envolled T]  tatus Date: (0211712004 | ]

Training Reason: [ 8kill Enhancement =1 ™ Prerequisites Met

Letter Code: W Q Date Letter Printed: Grade:

Business Unit: |<R00T | Q] Brazilian Business Unit

Department: 25000 al Marketing
Demand from Budget Training

Search Criteria:
" Poputation I Catalog Demand ID:

* I BFrance

B szve] (CiRetunto Search | [ENatity

Step Action

6. Use the Course Session Enrollment page to enter or change student enrollment
information for this session.

The Attendance section provides information about the students enrolled in this
session. It also defines the students' Enrollment Status for this session.

Students who attended the session should be left with a status of Enrolled. They will
be automatically changed to Completed once the session is closed out. Enrolled
students not attending, need to be changed before closing out the session.

If a non-enrolled student attended the class and you wish to give them credit, you
would Add a Record to enter them now as Enrolled. See Enrolling Students
Individually documentation.

Click the Next Row button to find the enrolled student who did not attend in this
example.

7. Rosa was enrolled for the session, but did not attend. We need to change her
Enrollment/Attendance status to No Show.
Click the *Enrollment/Attendance list.

8. Select No Show.
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Step Action

9.

Once you have made the changes or additions from your original Sign-in Sheet, you
will save this information.

Click the Save button.

[+ > 0ud omvde &5
PeopleSoft.

Mew Window | Heln =

Course Session Enrollment

Course: BEKOOT  Presentation Skills Session# 0001 Active

Start Date: 0211772003 Start Time: 9:00AM
Facility: ES Ind. Language:

Min Students: 3 Max Students: 12 (ETEEL S CHEig
#Enrolled: 1 #Waiting: 1} Transfer-Course Session Setup
Attendance Y

EmpliD: KRO040 Q) wurily Rosa =]
*Enrolmentattendance: | No Show T]  Status Date: (021172004 | )

Tralning Reason: [ Skill Enhancement | ¥ Prerequisites Met

Letter Code: ’_ < Date Letter Printed: Grade: l_ 3.]

Business Unit: W 4 Brazilian Business Unit

Department: 50000 al Furchasing
Demand from Budget Training

Search Criteria:

™ Population I Catalog Demand ID:
~ W BFrance
™ TrainingLeave [~ Part Time Course
Time Spent at Haur ¥
Training:

B szve] (CiRetunto Search | [ENatity

Step

Action

10.

Now, verify the data updated in the summarized course session report.

To view the report, navigate to the Course Session Summary page.
Click the Result Tracking link.

11.

12.

Use the Course Session Summary page to view a summarized report indicating the
EmplID, name, and status of all the students in a particular course session.

13.

End of Procedure.
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Closing a Course Session - Marking the Class as Complete

Once a course session has completed and you have processed the Sign-in sheet, you will need to
change the Session Status to Complete on the Course Session Profile page in order to close it

out.

In this example, the Epro Buyers course session 0049 is complete and will be closed out.

Procedure

PeopleSoft.

Personalize Content | Lavout

Menu

Search:

()]

[ My Favarites

- Employee Self Service

- Recruiting

[ Warkforce Administration
[+ Benefits

> Compensation

> Craanizational Development
> Enterprise Learning

[> SetUp HRMS

[ Warklist

- Application Diagnostics
> Tree Manager

[ Reparting Tools

- PeopleTools

— Change by Passwiord

— My Personalizations

— My System Profile

— My Dictionary

|[#-=-QkdQmd P B-S=-5

-]

" BeopleSoft

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning]

2 Click the Define Course/Cost Details link.

[- Define CourseiCost Details]

3. Click the Course Sessions link.

Course Sessions
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B EEEEE EEEEE

PeopleSoft.
Menu &

Search:
®

[ My Favorites

- Employee Self Service

> Recruiting

> Workforce Administration

> Benefits

- Compensation

- Organizational Development

[~ Enterprise Learning

[> Student Enroliment

> Result Tracking

> Cost Analysis

> Training Reports

> Course Reparts

> Define Training
Resources

= Define CoursefCost
Details
— Courses
— Course Costs

sion Planner

— Coutse ession Costs
— Program Information
— Tuition Expense Type
> Define Budget

> Set Un HRMS

[ Wiorklist

- Application Diagnostics

[ Tree Manager

> Reporting Tools

> PeopleTools

- Chanoe Wy Password

[~ My Personalizations

[~ My System Profile

— My Dictionary

Course Sessions

Enter any information you have and click Search. Leave figlds blank for a list of all values.

{ Find an Existing Value {_ Add a New Value |

Home

e tindow | Help | B

Course Code: [beging with =] [

Course Session Nhr:l begins with j |

Description: |hegm5 with j|
Course Start Date:  [= 2 |
Course End Date:  [= =0
Session Status:  [= =]

I” case Sensitive

Search Clear | Basic Search Sawe Search Criteria

Find an Existing Yalue \ Add a Mew VYalue

Step

Action

Enter the desired information into the Course Code field. Enter "001234".

Enter the desired information into the Course Session Nbr field. Enter "49".

Click the Search (Alt+1) button.

Page 47




Training Guide PeopleSoft.
Enterprise Learning User ProductivityKit
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PeopleSoft.
Menu &

Search: New Wwindow | Help | Customize Page | 5}

®

[ My Favorites 1 Course Session Profile ' Locafion, Instructor )" Equipment |~ Expense

- Employee Self Service

> Recruiting . . "
1 Worlfarce Administration Course: 001234 PSFSEProBuyers Course Status: Active
1> Benefits Session Number: o043 Schook

- Compensation

- Organizational Development
[~ Enterprise Learning

[> Student Enroliment

I» Result Tracking

> Cost Analysis Start/End Dates: 11/12/2003 1111362003 ™ Rescheduled
> Training Reports

[ Course Reports StartEnd Times: 5 30AM 4:00PM

> Define Training

Resources Duration: 14.0 Duration Unit: Hour o

= Define CoursefCost

*Session Status: [¥ Session Administration

E%EDILS!’EES Min Students/Session: 5 Max Students/Session: 16
— Course Costs
Course Session Planner Session Language:

d aQ
Course Session Costs Vendor ID:

— Program Information
— Tuition Expense Type

[ Define Budget B savel [QRetum to Search EFadd
[ Set U HRMS
- Wark\?st Course Session Profile | Location, Instructar | Eguiprment | Expense

- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

- Chanoe Wy Password
[~ My Personalizations

- My System Profile

[~ My Dictionary

Step Action

7. We will change the Session Status to Complete.
Click the *Session Status list.

8. Select Complete.

Complete
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PeopleSoft.
Menu &

Search:
®
[ My Favorites
- Employee Self Service
> Recruiting
- Workforce Administration
> Benefits
- Compensation
- Organizational Development
[~ Enterprise Learning
[> Student Enroliment
I» Result Tracking
[» Cost Analysis
> Training Reports
> Course Reparts
> Define Training
Resources
= Define CoursefCost
Details
— Courses
— Course Costs
rse Session Planner

— Coutse Bession Costs
— Program Information
— Tuition Expense Type
> Define Budget

> Set Un HRMS

[ Wiorklist

- Application Diagnostics

[ Tree Manager

> Reporting Tools

> PeopleTools

— Chanoe Wy Password

|~ My Personalizations

[~ My System Profile

— My Dictionary

New Wwindow | Help | Customize Page | 5}

1 Course Session Profile ' Locafion, Instructor )" Equipment |~ Expense

Course:

Session Number:

001234 PS5 FSEPro Buyers

no4g School:

Course Status: Active

*Session Status:

Start/End Dates:
Start/End Times:
Duration:

Min Students/Session:

Session Language:

Vendor ID:

Frimzmona & [rmarans
o [roon

m Duration Unit:

|—5 Max Students/Session:
l—

[ a

B save] [ QRetun to Search

Course Session Profile | Location, Instructor | Eguipment | Expense

[¥ Session Administration

I Rescheduled

Hour il
BB

) (B

Step

Action

This will close out the session and change all of the students who were enrolled in it to
a status of Completed.

Marking the session Complete will also lock the enrollment records and disable the
Class Sign-in Sheet for this session. You may always make the session Active again
later to make any corrections.
Click the Save (Alt+1) button.

10.

End of Procedure.
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Evaluating a Course Session

Use the Evaluate Course Session page to record student feedback on course sessions so that you
know what areas need improvement. You can track course ratings for areas such as training
facilities, instructors, course content, materials, and presentation. You can also review session
statistics, including the number of responses per rating, average ratings, and the overall average

for the session. Ratings can be entered only after you've marked the session Completed.

In this example, the Epro Buyers course session 0049 is complete and will be evaluated.

Procedure

[¢-7 - QB QAETB DS -E
PeopleSoft.
Personalize Content | Layout
Menu BB K
Search:
[ My Fanvorites
- Employee Self Service
> Recruiting
[ Warkforce Administration
[+ Bengfits
> Organizational Development
[+ Enterprise Learning
- SetUp HRMS
[ Warklist
[ Application Diagnostics
- Tree Manager
- Reporting Toaols
I PeopleTools
— Change Wy Password
— My Personalizations
— My System Profile
— My Dictionary
“Beoplesoft
.
Step Action
. . . .
1 Click the Enterprise Learning link.

[- Enterprise Learning|

2 Click the Result Tracking link.

[» Result Tracking

3. Click the Evaluate Course Session link.

Evaluate Course Session
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[« 0B demadsraad
PeopleSoft.
[T

Search: Mew Window | Hels | &
ity Favorites Ewvaluate Course Session
- Employes Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
- Recruiting
- Wiorkforce Administration { Find an Existing Value |
(- Benefits
> Organizational Development
> Enterprize Leaming Course Code: [hegins witn x| |\ Q
I> Student Enroliment " . =
= Resull Tracking Course Session Nbr:[ begins with J|
I Update Description: [neaing with =]
CompetenciesiAccomps
Training Facility: | begins with j | Q
Session Language: |heqgins with *
— Review Training I JI a
Surmmary ™ case Sensitive
— Review Session
Surmary -
© GReAE ﬂl &I Basic Search Save Search Critetia

> Training Reports
> Course Reparts
> Define Training
Resgurces
[> Define Course/Cost
Details
I Define Budaet
[ Set LUp HRMS
> \orklist
> Anplication Diagnostics
> Tree Manager
> Reporting Tools
> PeopleTools
— Change My Password
|~ My Personalizations
|- My System Profile
- hty Dictionany

Step

Action

Enter the desired information into the Course Code field. Enter "001234".

Enter the desired information into the Course Session Nbr field. Enter "49".

Click the Search (Alt+1) button.
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PeopleSoft.
Search: MevwsWindow | Help | Custornize Page | &,
o Wy Favorites Course Session Evaluations
> Employee Self Service
- Recruiting Course: 001234 PSFS EPro Buyers Session #. 0044
- Workforce Administration ~
[- Benefits Start Date:  11/12i2003 Facility: Language:

- Organizational Development
[~ Enterprise Leamning
[> Student Enrollment
< Result Tracking
I Update
Competer

Ratings Area

Review Training
Summary
— Review Session

Summary

I» Cost Analysis

> Training Reports i Find | Wiew All First El 1ef 1 m Last

I Course Reports - .

"Rat Rating Point *Total Count
1> Defing Training ing ing Points al Cou

Resources ﬂ l— EHE
[> Define Course/Cost
Details
I» Define Budget
[ Set Un HRMS
[ iorklist
- Application Diagnostics
I Tree Manager
> Reporting Tools

- PeopleTools B save] (QLRetunto Search

- Chanoe Wy Password
[~ My Personalizations
- My System Profile

[~ My Dictionary

Step Action

7. Click the *Rating Area list.

[ - ||

8. In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.

Important: Always remember to click the Plus sign (+) before entering the ratings
for your next area.

Select Content.

| Content |

9. Click the *Rating list.
l =

10. | Inthe Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.

For this example, select Excellent.

|Excellent |

11. Press [Tab].

12. | Inthe Total Count Field, enter the number of students who selected the rating. The
system computes the Rating Points assigned to each rating.
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Step Action

Enter the desired information into the *Total Count field. Enter "10".

13. | We will add a record/row for each Rating selected by the students.
Click the Add a new row at row 1 (Alt+7) button.

14. | Click the *Rating list.

[ - ||

15. Select Fair.

[Fair |

16. Press [Tab].

17. Enter the desired information into the *Total Count field. Enter "2".

18. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.

Important: Don't forget to click the Plus sign (+) before entering the next Rating
Area.
Click the Add a new row at row 1 (Alt+7) button.

19. | Click the *Rating Area list.

[ - ||

20. | Select Facility.

[Facility |

21. | Click the *Rating list.
| |

22 Select Excellent.

[Excellent |

23 Press [Tab].

24. Enter the desired information into the *Total Count field. Enter "10".

75 | Click the Add a new row at row 1 (Alt+7) button.

26. | Click the *Rating list.

[ - ||

27 Select Fair.

[Fair |
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Step Action
8. Press [Tab].
29. Enter the desired information into the *Total Count field. Enter "1".
30. | Click the Add a new row at row 1 (Alt+7) button.
31. | Click the *Rating list.
[ - ||
32. Select Poor.
|F'0|:|r |
33. Press [Tab].
34. Enter the desired information into the *Total Count field. Enter "1".
35. | Click the Add a new row at row 1 (Alt+7) button.
36. | Click the *Rating Area list.
|_ '||
37 Select Instructors.
|Instructurs |
38, | Click the *Rating list.
I =
39. Select Excellent.
|Excellent |
40. Press [Tab].
41. Enter the desired information into the *Total Count field. Enter "12".
42 | Click the Add a new row at row 1 (Alt+7) button.
43, | Click the *Rating Area list.
|_ '||
44. Select Materials.
|Materia|s |
45 | Click the *Rating list.
I =

Page 54




PeopleSoft Training Guide
User Pl"l)[ll.l('.ti\'ilv\' Kit Ente rprise Learn i ng

Step Action

46. Select Good.

|Good |

47. Press [Tab].

48. Enter the desired information into the *Total Count field. Enter "12".

49 | Click the Add a new row at row 1 (Alt+7) button.

50. | Click the *Rating Area list.

[ - ||

51. Select Presentation.

|Presentati0n |

52 | Click the *Rating list.
| |

53. Select Excellent.

|Excellent |

54. Press [Tab].

55. Enter the desired information into the *Total Count field. Enter "12".

56. | If you would like to review all of your ratings, click the View All link.
Click the View All link.

Wiew All
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PeopleSoft.

®

[ My Favorites
- Employee Self Service
> Recruiting
- Workforce Administration
- Benefits
- Organizational Development
[~ Enterprise Leamning
> Training Budget
[> Student Enroliment
= Result Tracking
> Update
CompetenciesfAccomps

— Individual Training
Evaluation
— Review Training
Summary
— Review Session
Surmary
[» Cost Analysis
[ Training Reports
> Course Reparts
> Define Training
Resgurces
[> Define CourselCost
Details
> Define Budaet
[ Set Lp HRMS
> \orklist

Home

New Window | Help | Customize Page | 5} 4]

Course Session Evaluations

001234

Course: PS5 FS EPro Buyers Session#: 0049

Start Date: 111122003 Facility:

Language:

Ratings Area

Total Count

Content

*Rating Area:

*Rating
[Excellent

Rating Points
= 1
= | 3

*Total Count

M
=

|Faw

1 App | Diagnosti
> Tree Manager

> Reporting Tools

> PeopleTools

I~ Change My Password
[~ My Personalizations
- My System Profile

Total Count

*Rating Area: I Facility

- My Dictionars "Rating *Total Count
[Exceient = ; [0 =
| Fair j 3 |_1 =

Step

Action

57.

Click to scroll down the page.

|=-=-Qkd QuadP B-5=51

PeopleSoft.
penu 8
Search: @

- My Faworites
- Emploves Self Service
> Recruiting
> Workforce Administration
[+ Benefits
> Organizational Development
[ Enterprise Leaming
[» Student Enraliment
= Result Tracking
> Update
Competenciesifccomps

Beview Training
Surmary
— Review Session
Summary
> Cost Analysis
> Training Reports
[> Course Reports
> Define Training
Resources
I Define Course/Cost
Details
> Define Budget
[ Set Up HRMS
[+ Worklist
> Application Diagnostics
> Tree Manager
- Reporting Tools
> PeopleTools
- Chanoe My Password
- My Personalizations
- My Systern Profile
I~ My Dictionan

Hiome

Total Count

Materials

*Rating Area:

*Total Count

E

Total Count
‘Rating Area; | Presentation = 12
First [4 1 o 1 [M 1
*Rating *Total Count
Excellent =l 4 12 =
B save] | CLRetun to Search
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Step Action

58 | Click the Save (Alt+1) button.

59 | Once you have saved your ratings, Session Evaluation statistics will be calculated
and displayed on this page next to each of the Ratings Areas:

The Session Average rating is the overall average rating for the session. This is the
average of the Average Rating values for all rating areas. This appears only in the
first Ratings Area box.

The Average Rating field shows the average rating for the selected Rating Area.

The Total Count field shows the number of evaluations received for the Rating
Area. This is the sum of all the Total Count fields in the Ratings box.

60. End of Procedure.
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Viewing Session Summary

Use the Review Session Summary page to review the students' status for a particular Course
Session. This information may also be saved to a spreadsheet file.

In this example, we will review the course Epro Buyers session 0049.

Procedure

PeopleSoft.

Personalize Content | Layout

Menu

Search:

®

[ My Fanvorites

- Employee Self Service

> Recruiting

[ Warkforce Administration
[+ Bengfits

> Organizational Development
[+ Enterprise Learning

- SetUp HRMS

[ Warklist

[ Application Diagnostics
- Tree Manager

- Reporting Toaols

I PeopleTools

— Change Wy Password

— My Personalizations

— My System Profile

— My Dictionary

|¢-=-QLadQmud B B-SH-5

BB K

" PeopleSoft

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning|

2 Click the Result Tracking link.

[» Result Tracking

3 Click the Review Session Summary link.

Feview Session Summag
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PeopleSoft.
Menu &

Search:
®

[ My Favorites
- Employee Self Service
> Recruiting
- Workforce Administration
> Benefits
- Organizational Develapment
[~ Enterprise Learning
[> Student Enrollment
< Result Tracking
- Update
Competenciesiccomps
— Evaluate Course
Session
— Beview Training
Surmary

> Cost Analysis
> Training Reports
> Course Reparts
> Define Training
Resources
[» Define Course/Cost
Details
> Define Budiget
[ Set Un HRMS
[ Wiorklist
- Application Diagnostics
[ Tree Manager
> Reporting Tools

> PeopleTools

— Chanoe Wy Password
|~ My Personalizations
[~ My System Profile

— My Dictionary

Review Session Summary

Enter any information you have and click Search. Leave figlds blank for a list of all values.

e tindow | Help | B

[ Find an Existing Value '\

Course Code: [beging with =] [
Course Session Nhr:l begins with j |
Description: |hegm5 with j|
Course Start Date:  [= 2 |
Course End Date:  [= =0
Session Status:  [= =]

I” case Sensitive

Search Clear | Basic Search Sawe Search Criteria

Step

Action

Enter the desired information into the Course Code field. Enter "001234".

Enter the desired information into the Course Session Nbr field. Enter "49".

Click the Search (Alt+1) button.
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[¢-» - O QuBI D3 HEH
PeopleSoft.
Menu &

Mew Window | Help | Custornize Page | a5

Search:

1> My Favorites { Course Session Summary \

> Employee Self Service

[ Recruiting Course Code: 001234 PSFSEPro Buyers
- Workforce Administration
- Benefits Session ¥ 004a
- Organizational Development
[~ Enterprise Learning Start/End Dates 1141262003 11011372003 Status: Complete
[> Student Enrollment .
= Result Tracking Facility Language:

I Update 5 5
Competenciesiccomps SESIOILS LAY,

— Evaluate Course EmpliD Name Status
Session 10000000045 Mclintire, Carla.J Completed

— Beview Training
Summary

10000048710 Thompson,Richard E Completed
10000052489 Rosga,MNancy J Completed

I» Cost Analysis

> Training Reports
> Course Reparts
> Define Training

Resources
[» Define Course/Cost
Datails QuRetum o Search)

> Define Budiget

[ Set Un HRMS

[ Wiorklist

- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

- Chanoe Wy Password
[~ My Personalizations
- My System Profile

— My Dictionary

Step Action

Here you can see the Course Session Summary for this session. You may want to
save this data to a spreadsheet.
Click the Download button.
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Hew
Cpen...

> vy Far Save As..,
- Emplil_ page Setup,..
[ Recrul g
L \hiorkf =
- Benef =
- Orgar |
[~ Enter
[> Stu

Send

Properties

siark Offline
Close

Import and Export...

Chr+0

P

[ % 00 0B d s 50

3

[Qsearch [CijFavortes @fveda o | [ BY- 7

s hrup1 [psFt y-1435866885/ps s

=] &e HL\nks‘

)

O D= =

[H

yade

‘m‘m T

T vsow
EE=E =
e emed

=
o
=y
S

=
w
bl
h=
1
=

W
=
=5
S=

=

o

=
=
o
)

=

> Repot 14 4[p [H]yps
> Peopl

E

- Chan

IEll

h Contains commands For working with the selected items,

New Wwindow | Help | Customize Page | 5}

|~ My Personalizations
[~ My System Profile
— My Dictionary

st 1 2 0 O 7

| e | @380 | Bin... | Bca| Elpe. | Elre..| Epe..| 2o | Do | Spe.. | Fte... |[E)he..

Status: Complete

Language:

Grade

Completed
Completed
Completed

GHUAE 1o:5zam

Step

Action

The spreadsheet opens up in a new browser window. You may save this to an excel
worksheet.
Click the File menu.

Click the Save As... menu.

| Save As..,

or

Press [A].
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Home

Wiew Insert Format  Tooks Dsta GoTo  Favortes  Help

search: | 4=tk - = - (D) [z pu—p ] indow | Help | Customize Page | 5
- Acress [ @] heepifshrd.omis [ toral ook (0 BRI e
I Fa
> Emplo Al j Mame | Slzel Type | M~
l: Recry A B (1 B54AS164 Folder Ej
- Workf | 4 [EmplID]|Name |St: (21 Program Files Folder &
nggae; 2 [1000000 [Meintir|Car (03 wInKT Folder 8
> Enten | 3 [1000004 [Thomp|cor %2‘;‘:2‘; E::::: :?_
b Stu
e g 1000005 |Rnsa, | Cor (£ PrintHTML Folder 4fs
Y (] EPOAgent Folder 2f:
C i D TIMESHEET Folder 2 g
-E 17 Caes Folder =
zf 8| 4 | ’
-R Ie]
=10 Save; (% Entire Workbook € Selection: Sheet Fublisi...
111 B ™ Add nteractivity
12
[ Cog
b Trai % Page fitle: Change Title. ..
FCoLf s | i
i Def %S i) il M
. 55 — Save astype [web Page (*him; *.himi) B ]
Det | 18
b Def [ 19
I Set | 20
> Workl | o1
I Applic | 5o |
> Tree 272 JLI
- Repoi |10 4 [b [wlps IEl] . LI
> Peopl
P Peonl gy L v

[~ My Personalizations
- My System Profile
I~ My Dictionary

s | 2 0 B0 7

| e &38| B | G| Elpe. | Ere..| Epe.| 20| Do, | Qe | Fte..|[@pt. [EH U 1omzam

Step Action

10. | Enter the directory and filename information to save your spreadsheet.

Enter "Session Summary 49".

11. | Click to drop down the file type.

|Web Page {* hkm; *.html) ;I

Page 62




PeopleSoft. Training Guide
User ProductivityKit Enterprise Learning
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m View Insert  Format  Tooks Data GaTo  Favortes  Help
search: || = 2] indow | Help | Customize Page | 5
L adress [@ ip o svory [ Lacal DERC) = @ X 5 E - Took -
iy Fa
> Emplo Al j Mame: | Slzel Type | M~
> Recry A B (1 BS4AS164 Folder Ej
- Worlt | q [EmplID|Name (21 Program Files Folder &
nggae; 2 [ 1000000 [Mcintir (03 wInKT Folder 8
| Enten | 3 [1000004 [Thomp %’:\;‘:S" E°::E’ :?_
b s staRec alder
= Res g 1000005 |Ross, (2 PrinHTHL Falder 4
Y= (] Erongent Falder 2, n
o (] TIMESHEET Falder 2
% es Folder e
| — 4 »
5 | |
10 Savei  Entire Workbook ¢ Selection; Sheet Fublish .,
% B ™ add interactivity
[ Co
s % Page title: Change T
Il; 83; f Filname:  [Sassion Summary 48 htm =l B save |
Red 1B Save astype [weh Page (% htm; ™. Feml) [ cancel |
b Def | 17 | i
Ficrosoft Excel workbook (s =
Det | 18
I Def | 19 Template (*.xt)
1> Set 1| 20 Text (Tab delimited) (*.txt)
1 tiark | 21 | Unicode Text (%6}
b Appitc [ 551 Ficrasoft Excel 5.0/35 Workbook {* xls) 5
> Tree h o | JLI
> Repol 4[4[k [H]yps 141 Bl
> Peopl
[ Pean gy ] e Y

|~ My Personalizations
[~ My System Profile
— My Dictionary

st | 2 @ B O 2] ] £10] Bn | o] Ere. | Elre | E1re] i | o | Sive | e [[@ne. [ GBI E M 10m2am

Step Action

12. Select Excel Workbook.

[mMicrosoft Excel Workbook, (*,xls)
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Iools Data GoTo Fgvorites Help

= 2 indow | Help | Customize Page | 5
b v Address Iahttnlffhrd-gmis Savein | Loral Disk(C:) ~ | & X Tools ~
v Fa
> Emplo Al j Mame | Slzel Type
> Recry A B (1 B54AS164 Folder
- Worlt | 4 [EmplID|Name (21 Program Files Folder
nggae; 2 |1000000 |Mcintir £ Wikt Folder
> Enten| 3 [1000004 [Thomp %2‘;‘:2’; E:::::
Pt 4 [1000005 |Rosa, (] PrRtHTML Folder
15 (] Erongent Falder
L (] TIMESHEET Falder
S &Fs Folder
8 O3 TEMR Faolder
L (] Documents and Settings Folder
i 2] uraipped Foldsr
1386 Folder
e a7z Folder
€113 [; |
b Traif 14
:; 83; % Fie pame;  [Session Summary 48 s B3|
Rex 7| Sawe as bype: - Cancel |
b Def | 17 |
Det | 18
I Def | 19
1> SetUl| 20
> Workl | o1
1 Applic | o5 |
1 Tree h | o |
- Repoi 4[4 [» [Hlps 11l
> Peopl
C cran €l bl

[~ My Personalizations
- My System Profile

— My Dictionany
st | A2 @ B O S 2] Ele.] £ Bin ] o] Elre | Elre ] E1ren] S| 2o | Sive | B [[@e. [ GBI B M inmzam

Step Action

13. Click Sav

EE|
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[ % 00 0B d s 50

New Window | Help | Customize Page | 5}

.in. A Home
sert I Data GoTo tes  Help ‘
- @D [ & | Duoearch [EFavorites Tiveda of | [ By >
Address [€] heep//hrd. amis state inusfhrup psftv- 1435a66888/ps.ods | @¥Gn HL\nks‘
[ My Fa
b Emplt Al =l = EmplD
> Recru A B B ] E T F 6 T/ =
- Worlf | 4 |EmplID]| Name |Status | Grade I—
- Benel 000000 [Wicintir| Comple
[ Orgar P
7 Enter | 3 [1000004 | Tharmp|Cample Status: Complete
BSturd 4 1000005 |Rosa, [Comple .
= Res| ¢ Language:
U=
o) 6
-E 17 | Status
% % Completed
5 Lol Completed
Completed
> Repol 4[4[k [H]yps 14l Bl
> Peopl
" Cham|@ || | |unknown Zone 4

|~ My Personalizations
- My System Profile
— My Dictionary

st | 1 2 0 B 00 5 7

| e | &38| Bn... | Gca| Elpe | Ere.| £ 20i. | Do, | Gpe | Fee.|[@p. [EH P 1omaan

Step

Action

14.

Close the popup window.

Click the Close button.

15.

End of Procedure.
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Viewing Student Training Summary - SOI

Use the Review Training Summary page to view the entire training history for an employee.
This information may also be saved to a spreadsheet file.

In this example, we will view Dale's training information. His ID is 10000228295.

Procedure

2} Employee-facing registry content - Microsoft Internet Explorer S|
| B Edt wew Favertes Iodk Help

| Back - = - @D @) 4| Qoearch Giravortes @iveda F | 5y S A - =

| Address [&] http:/jhrd.gris.state. in.us]psp/hrupt JEMPLOVEE{HRMSjhj?tab=DEFALLT =] @

PeopleSoft.

Personalize Content | Layout

Menu =2

Search:
®

(- My Favorites

I Emplayee Self Sewvice

> Recruiting

[ Warkforce Administration

[- Benefits

> Organizational Development
~ Enterprise Learning

I Training Budget

[> Student Enraliment

I» Result Tracking

I» CostAnalysis

> Training Reports

I» Course Reports

> Define Training Resources
[» Define Course/Cost Details
> Define Budget

[ SetUp HRMS

[ Warklist

[+ Application Diagnostics

> Tree Manager

> Reporting Toals

- PeopleTools

— Change My Password

— My Personalizations

— M System Profile

— M Dictionar
" BeopleSoft
|
& Done || [ [ intemet

et | E 8BS 7

T 5 O o 5 | o [ o o E CERTIN

Step Action
1. Click the Result Tracking link.

[» Result Tracking

2 Click the Review Training Summary link.

Fewiewy Training Summa@
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ZjReview Training Summary - Microsoft Internet Explarer

fle Edit Wew Favortes Tooks Help

EEE

Giack » = - @ [2) A Dsearch [iFavortes Pvedia B | G- S =1 5

| #ddress [ &) bt fhrd. s, state.in. usfpsp/hrup L EMPLOYEE /RIS C/ADMINISTER TR AINING_(GELY. TRM_STLIDNT_CRS_5L8,56L

=] P

PeopleSoft.

[+ Workforce Administration
[» Benefits
> Organizational Developrment
= Enterprise Learning
[> Training Budget
[ Student Enrollment
< Result Tracking
> Update
Competencies/Accomps
— Evaluate Course
Session
— Individual Training
Evaluation

Summary
I» Cost Analysis
[ Training Reports
> Course Reports
[ Define Training
Resources
[- Define Course/Cost
Details
[» Define Budget
[> Set Up HRMS
[ Wiorklist
I Application Diagnostics
[» Tree Manager
> Reporting Tools
> PeopleToals
— Change My Password
— Ny Personalizations
— My System Profile

> Recruiting ;I

|— by Dictionary -

Review Training Summary
Enter any information you hawve and click Search. Leave fields blank far a list of all values

Find an Existing Value

Mew Window | Help | 5,

EmpliD:

Name:

Last Name:
Department SetlD:

Department:

Alternate Character Name:

Personnel Status:
National ID:

I” case Sensitive

Search Clear | Basic Search [5] Save Search Criteria

[begins with =] [

|heginswithj|

|hegmswnhj|

|hegmswnhj|

|beg|n5wnhj|

|beginswithj|

|

|hegimswithj|

|&] Done

o] | 1 12 @ B 00 7

[ [ e intemet

|2 | &r |Br || ek @ &F. | 20|20 S0 | Fe | e

11:17 AM

Step

Action

Enter the desired information into the EmplID field. Enter "10000228295".

Click the Search (Alt+1) button.
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ZjReview Training Summary - Microsoft Internet Explarer i |

file Edt Wew Favortes Tods  Help |

wiack » = - @ [D) A Dsearch [GiFavortes Dvedia (8 | B S =1 5

| #ddress [ &) bt fhrd. s, state.in. usfpsp/hrup L EMPLOYEE /RIS /ADMINISTER_TRAINING_(GELY. TRM_STLIDNT_CRS_5L8,56L =] P

PeopleSoft.

& Recruiting = Newindow | Help | Custarnize Page | &
[+ Workforce Administration

I Benefits Student Training Summary

> Organizational Developrment

=~ Enterprise Learning Jasheway Paul L Emplovee EmpliD: 10000222766

[> Training Budget
[ Student Enrollment

< Result Tracking
> Update
Competencies/Accamps Course Title Session # Start Date End Date
- 7?3'%‘9 Course 001234 PSFS EPro Buyers 0030 10/01/2003 10/02/2003
255i0n

— Individual Training
f

Summary

[» Cost Analysis

[ Training Reports

> Course Reports

[ Define Training
Resources

[- Define Course/Cost
Details

1> Define Budget QU Retum to Search

[> Set Up HRMS

[ Wiorklist

I Application Diagnostics

[» Tree Manager

> Reporting Tools

> PeopleToals

— Change My Password

— Ny Personalizations

— My System Profile

|— by Dictionary -

&) Done [ [ g mtemet
st | A2 @ B0 S 2 e | 8E] B | G| €k @R @ | 2] 2o.] S | # G 1naam

Step Action

5. The student's Enrollment Information appears here.
Click the Status tab.

6. The student's Enrollment Status appears here.

This information can be saved to a spreadsheet file.
Click the Download button.
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A Review Training Summary - Microsoft Internet Explorer =R
| Ble gt wew Favortes Took  telp |

J B0 S http://hrd.gmis.state.in.us/hrupl /psft/¥189806749/ps. =ol =]

|Addes|| Fle Edt ew Insert Fomak Iools Data GoTo  Favortes  Help ‘ =] P

[+ Recn

> Orga

“Re

[ Co
[ De
Re
[ De
Dg
[ De

> Appli
> Tree

[ Work
[ Beng

= Entet
[ Tre
[ St

et

-

—F

=

&

b Co
> Tre

> Reporting Tools

> PeopleToals

— Change My Password
— Ny Personalizations
— My System Profile

|~ by Dictionary -

dmfack - = - @[] | Doearch [EFavorites Piveda oF | [ BY- 7

Address [€] heep://hrd. mis.state.in.us{hrupl fpsftv153806743jps.xls =] e HL\nks‘

Al | = Course

A B g D E B
Course|Title | Session #| Short Name | Grade
001234 |PS 0030 Completed

[ e o]

.

o

B

=

=i

@

@

]
&5

#

DSEYLT i
- iark (4 [ [HPps / sl . LIF

& L o y

New Window | Heln | Customize Pace |

EmpliD:

10000222766

ETEET

Session#
oozo

Short Name Grade
Completed

@
st | 1 2 0 {00 7

=
|8 |&r @ |ec |er |er |er |2 |20 [Go B ([Ew. [EBUN san

| [ rtemet

Step

Action

7.

The spreadsheet opens up in a new browser window. You may save this to an excel

worksheet.
Click the File menu.

Click the Save As... menu.

| Save As..,

or
Press [A].

Page 69




Training Guide

Enterprise Learning

PeopleSoft.

User Productivity Kit

R Review Training Summar: osoft Internet Explorer —|&] x|
| Ble Edt wew Favortes Jook el |
-/ /hrd.gmis.state.in.us/hrupl / -1ol x|
Fle Edt Yew [nsert Format ook Data  GoTo  Favortes  Help ﬁ LICNT_CRS_SUS. GBL =] P
L e~ I sove 0
adress [@ ip [ ams savory [ Lanal R = @& X 5 E - Took -
Al Jhd| Hame size | Type .
I Recn A B (] Boas1ed Folder &/ | findow | Heln | Custorize Pace | 5,
& work | 1 |Course[Title (2 Program Files Folder &
I Bene| 2 [o01234 |PS (3 WINNT Folder 8
1> Orga |5 (2 sk Folder fe—
[~ Enter | [0 stdRes Folder st ] 222788
Eg;; = 23 PringHTIL Folder ;
= REL 6 (C EPOAgent Folder st 414 or 4 0] Last
N () TIMESHEET Folder
el es Folder
El 4
% Save: % Entire Workbook . £ Selection: Sheet Publih...
12 | B ™ add nteractivity
13
1l Page title: Change TH
£ 15 Flensme: | | W oowe
bcol 18
e Save astyper [weh Page (*him; *.himi) ElNE ]
[ Cal 18
De| 19
il
ool 21|
I De %
I Setl JLI
1> tiark (M4 [r [MD\ps I | QI
&> Appll [€] [ | |unknown zone y
[ Tree WTATTADET
> Reporting Tools
> PeopleToals
— Change My Password
— My Personalizations
— My Systern Profile ]
— My Dictionary -

]
hstart | | emno

i
| v | & | B | do.] Er | e | S0 | o] 20| o | Ee [[EIN-

[ [ irkemet

GHEUME 1t19am

Step

Action

9.

Enter "Training".

Enter the directory and file name information here.

10.

Click to drop down the file type.

||Web Page {* hkm; *.html)

=
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File  Edit View Insert Formab  Jools Data GoTo  Favortes  Help ﬁ LICNT_CRS_SUIS. GBL =] P
Ll A~ T e s
s [@ ip v ams . svery [ Lanal E) = @ X 5 - Took -
Al zl Hame size | Type .
I Recri A B (] Boas1ed Folder &/ | findow | Heln | Custorize Pace | 5,
& work | 1 |Course[Title (2 Program Files Folder &
I Bene| 2 |o01234 |PS (3 WINNT Folder 8
1> Orga |5 (2 sk Folder fe—
[~ Enter | [0 stdRes Folder | e
Eg;; = 23 PringHTIL Folder ;
= REL 51 [ EPOAgent Folder
Nl (3 TIMESHEET Faldzr
b | Caps Faldsr
El 4
0 Save: (% Entire Workbook £ Selection: Sheet Publeh..
B add nteractivity
Page title: Change Ti
15 File name: ITralnlng.htm =l B save I
bcof 18
b Trsl 17 Saws s type: [wish Paage (* it *.hkr) -l cancel |
I Col18 {Microsoft Excel Workbook (*.xls -
I>De| 19
re Template (*.t)
- a Text (Tab delimited) (*.txt)
2 Unicode: Text (*.txt)
N I:D)E 72| Microsoft Excel 5.0/95 Workbook (* xls) -
o
b getl | 23 JLI
1> tiark (4 [r [M\ps IE]] BRI
&> Appll [&] [ [ |unknown Zone 7
[ Tree MrATTADET
> Reporting Tools
> PeopleToals
— Change My Password
— My Personalizations
— My Systern Profile L
— My Dictionary -

]
S| HE 6B D >

[ [ rkemet

[
60|80 | e B |ow |6 | 2o |0 oo [ [Ew  GEOD wom

Step

Action

11.

Select Excel Workbook.

[mMicrosoft Excel Workbook, (*,xls)
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> PeopleToals

— Change My Password
— Nty Personalizations
— My System Profile

|— by Dictionary -

Ble  Edit  Wew Insert

Formist  Tools  Dats GoTo  Favortes  Help ﬁunm,@s;ua.am

cress [ @1 heepigshrd.gmis

bk - = - ) [2Em—r.

Savein: (= Local Disk (C:) ~ X 5 ER - Toos -
I
Al z Hame [ size | Type .
I Recn A B (] BS#AS164 Falder indow | Heln | Custormize Pace | 5
& work | 1 |Course|Title|Ses (2 Program Files Folder
1 Bene| 2 (001234 |PS |0030 (3 WINNT Folder
1> Orga |5 (2 sk Folder
> Entes |- £ steec Felder 222766
Eg;; = 23 PringHTIL Folder
= REL Fel [ EPOAgent Folder
N B () TIMESHEET Folder
s es Folder
g | [ TEMP Folder
10| (] Documenis and Settings Folder
(] unzipped Folder
(31388 Folder
Cnerz Folder
1 |
|15 Fie pame: [Training.sls =l
16
b Tre | 17 Save a5 type: 7 & B
b Ca| 18
>De| 19
voo| ]
ool 21|
I De %
I Setl JLI
1> tiark (4 [F [M\ps I BRI
&> Appll [E] [ | |unknown Zone y
[ Tree MrATTADET
> Reporting Tools

A star

'

ge@O >

[ [ irtemet

i
|60 8 | @ oo e |on |or. | oo oo oo [ [Ew  GEOD wwm

Step

Action

12.

Click Sav
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Edt Wew Faworites  Tooks  Help

EEE

[ Recn
[ Work
[ Beng
> Orga
= Entet
[ Tre

[ St
“Re
et

I Co
[ Trs
[ Co
[-De

Re
[ De

Dg

[ Setl
[ Wiork
- Appli

[ De =1

[ Tree MrATTADET

> Reporting Tools

> PeopleToals

— Change My Password
— Ny Personalizations
— My System Profile

|— by Dictionary -

rd.gmis.state.in.us/hrupl/psft/¥189806749/p:

1ol x|

Fle Edt Yew [nsert Format ook Data GoTo  Favortes  Help ‘

JJDNT_CRS_SU3.GBL

=] P

ok - = - @) [3] | Duoearch [EFavortes Pveda oF | [ BY- 7
Address [{€] heeps//hrd. mis.state.in.us{hrupl fpsft/v153806743jps.xls =] e HL\nks‘
Al Jid| = Course

A B & D E B
Course|Title [ Session #|Short Name |Grade
001234 [PS  [oozo Completed

& EL Y

New window | Heln | Customize Pace |

EmpliD:

10000222766

Session#
oozo

Short Name Grade
Completed

@
s | 1 2 0 00 7

[
|8 |er |Er |oc|er [Er |er. |2a |20 [Go. | Fr (@ [EUS wsan

| [ irkemet

Step

Action

13.

Close the pop-up window.

14.

End of Procedure.
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Adding Non-Employees

Procedure

Q- O HABLpke@eLm-[ ]

Training

Personalize Content | Lavout

Home

Menu & | Open Enroliment Elections =]
Search: Enter Elections
® To enter your benefit elections for 2005 Open Enrollment, click on

[+ My Favarites

> Employee Self Service

> Recruiting

[ Warkforce Administration

the Enter Elections button to start your enroliment

You may elsct or change your benefit choices anytime during the

> Benefits Open Enrollment. Print a copy of the Enrollment/Election Summary
- Carmpensation after you have submitted your elections

- Workforce Development

ig;?:&'ﬁ?ﬁ;;r?]?:gempmem If you make additional changes during the enrolment period, be

[> Set Up HRMS sure to print a new Enroliment/Election Summary to reflect your

[ Warklist most current elections and submit the most current AS47 to your

[+ Application Diagnostics
> Tree Manager
> Reporting Toals

[ PeopleTools If you do not make any changes, the Current Event

Benefits Coordinator. This will be your confirmation form

- Change by Password Enrallment’Election Summary will reflect your benefits for plan year
— My Personalizations 2005, Once you save any changes you make to your benefits, the
[~ My Sustern Profile Current Event Enroliment/Election Surmary will automatically be

— Mu Dictionan

GCurrent Event Enroliment Summary

updated and reflect your new benefit choices for plan year 2005

" PeopleSoft

Step

Action

[ winrkforce Administration|

Click the Workforce Administration link.

Click the Increase Workforce link.

[ Increase Warkfarce]

Click the Add Non-Employee link.
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GO HRB LD D talal)
Training
=
HewWindow | Hels | B
Add Non-Employee
{ Adda New Value

EmpliD: =3

EmplRcd Nbr:| 0

Add

Step Action

4. Click the Add button.

Add
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QO HAGLreO| R wEHL
Training

=

Name History | Address History }” Personal Histary ) IdentitgDiversity |

EmplID: MNEW MNon-Employes
*Type of Name: =
*Effective Date:  |12113/2004 [ =
FormatUsing:  |959% O Upied states Refresh the Name Field |
Prefix: o
First: Middle: l—
Last: Suffix: -
Name:

I Personal Data Job Data Employment Data Eamnings Distribution

Benefits Program Paricination
B save Hest tab ] (% Refresh Bhadd

Mame Histary | Address History | Personal Histary | IdentitwDiversity

Step

Action

Enter the desired information into the First field. Enter "Stella".

Click in the Middle field.

Enter the desired information into the Middle field. Enter "J".

Enter the desired information into the Last field. Enter "Harper".
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GO HRD LB D ulil)
Training
=

Name History | Address History | Personal Histary ) IdentitgDiversity |

Eamings Distribution Benefits Program Paricination
B save Hest tab ] (% Refresh

Mame Histary | Address History | Personal Histary | IdentitwDiversity

EmplID: MNEW MNon-Employes

*Type of Name: I Primary E B
‘Effective Date:  |12113/2004 [

FormatUsing:  |959% O Upied states Refresh the Name Field |

Prefix: s

First: Stella Middle: H

Last: Harper Suffix: e

Name:

I Personal Data Job Data Employment Data

Ehadd

Step

Action

Click the Address History tab.
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0O HNABLreS R wEHL
Training

=

Mame Histary Address History __Personal History Y |dentityDiversity \

Harper,Stella J EmpliD: MNEW

Address Type

*address Type:  |IRTELT-RN—_———

Address History nd | vie First (4] 4 o7 1 (7] Last

*Effactive Date:  |120132004 [ rstatus: dative <]

Country: USA QL United states
Address: Edit Address

New Window | Help | Customize Page | 5

“Phone Type Telephone

ail Address

Mame Histary | Address History | Personal History | IdentitwDiversity

I =
I Personal Data Job Data Ermployment Data Eamings Distribution Benefits Program Participation
& save (E\Frewious tab | | (3 Hext tab | | ¥ Refresh Bradd

Step Action

10. Click the Edit Address link.
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Q-0 HAD L@ BS-%F L)
Training
=
New Window | Help | Customize Page | 5

Edit Address

Country: United States Eianie Canin

Address 1: I

Address 2: |

Address 3: I

City: [ State: Q Postat]

County: |

[ol8 Cancel
Step Action
11. Click in the Address 1 field.
12. Enter the desired information into the Address 1 field. Enter "105 Garden Ln".
13. | Click in the City field.
I |

14. | Enter the desired information into the City field. Enter "Indianapolis".
15. Enter the desired information into the State field. Enter "IN".
16. Click in the Postal field.
17. Enter the desired information into the Postal field. Enter "46204".
18. | Enter the desired information into the County field. Enter "Marion".
19. Click the OK button.

Ok |
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0 O HABLreS R wEHL
Training

=
New Window | Help | Customize Page | 5

Mame Histary Address History __Personal History Y |dentityDiversity \

Harper Stella J EmpliD;  NEW
Address Type
*Address Type: | HOME i =
Address History o
‘Effective Date: |12113/2004 [ sspays: Active - HE
Country: USA QL United states
Address: 104 Garden Ln p—
Indianapalis, IN 46204 Editaddiaos
Marian

“Phone Type Telephone

I Personal Data Job Data Ermployment Data Eamings Distribution Benefits Program Participation
Eadd

& save (E\Frewious tab | | (3 Hext tab | | ¥ Refresh
Mame Histary | Address History | Personal History | IdentitwDiversity

Step Action

Click the Job Data link.

20.
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QO HEd®

Training

=

L@

=l

Work Location Y _Job Information § Job Labor § Payroll Y SalaryPlan | Compensation |

Harper,Stella J
\Work Location

Job Status: Active
‘Effective Date: 121132004 [5 Fffective Sequence:

EmpliD: NEW

Date Created: 12/13/2004 H

0 *Job Indicator: | Primary Job j'

Action j Reasan: |00 Mor-Ernsloyes H Q

Pasition Numnber: Q
Override Position Data

*Company: l_ Q

*Department: Q
Location: Q
Supervisor ID: |—Q
Reports To: |—Q

ID:

Estahlishment ID: &

*Regulatory Region: [USA  C, United States

*Business Unit: STIND | C State of Indiana

Current
Paosition Entry Date:
I~ Position Management Record

Department Entry Date:

Personal Data Job Data Ermployment Data Eamings Distribution Benegfits Program Paricipation
BEsave Hext tab | | Retresh £

Wiinrk Lacation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Step

Action

21.

Click in the *Company

]

field.

22.

Enter the desired information into the *Company field. Enter "soi".

23.

Enter the desired information into the *Department fiecld. Enter "191001".

24.

[ 1

Click in the Location field.
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Training

=

New Window | Help | Customize Page | 5

Work Location Y _Job Information § Job Labor § Payroll Y SalaryPlan | Compensation |

Harper,Stella J EmpliD: NEW Empl Rcd#: i
Joh Status: Active Date Createt: 12/13/2004 =
*Effective Date: [12i13/2004 Effective Sequence: a *Jab Indicator: | Primary.Job :I'
Action /Reason; | A0 Non-Ernpoyee H Q

Current

Position Number: Q Position Entry Date:

Override Position Data I~ Position Management Record

*Regulatory Region: [USA United States

Company: 501 State ofIndiana

‘BusinessUnit:  [STIND @ State of Indiana

‘Department: 191001 Q WD - General Admin Department Entry Date: |12/ 32004

Location: 0000000555 | & DWW Indianapolis
Supervisor ID: Q

Reports To: Q

ID:

Estahlishment ID: Q
| Personal Data Job Data Ermployment Data Eamings Distribution Benegfits Program Paricipation

BEsave Hext tab | | Retresh X

Wiinrk Lacation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Step Action

25 Click the Job Information tab.
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QO NHdhLkden cHL)

Training

=

New Window | Help | Customize Page | 5} 4]

otk Location | Job Information Y_Job Labor_j Payroll{ Salay Plan | Compensation |

Harper,Stella J EmpliD:  MEW Empl Rcd#: i
Job Information

Effective Date: 12(13/2004 Effective Sequence: 0 Job Indicator:  Primary Job

Action / Reason: Add Non-Employee Current

*Job Code: | [ Entry Date:
swertsorLevet | @ PlannedExic | # [ End.Job Automatically
*Regular/Temporary: | Regular j' *FullPart: Full-Time j'
Empl Class: :I' *Officer Code: | MNone :I'
“Regular Shift: I e Shift Rate: I l_
Standard Hours: | 37.50) - [a.000000 [~ Adds to FTE Actual Count?
Work Period: fr e ey
“Classified Indc: [C12ssTied =]
Contract Number: Q Contract Type:
Nest Contract Mumber
"' Encumbrance Override

Eusa

FLSA Status: N0 FLSA | *EEO Class: |Mone =l work DayHours:

Bersanal Data Job Data Employment Data Earnings Distribution Benefits Program Padicipation

Step

Action

26.

Click in the *Job Code field.

27.

Enter the desired information into the *Job Code field. Enter "nonemp".
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QO N Lkden S0

Training

=

FATpen DI o o

. ey

LJoh Information

Effective Date: 12(13/2004 Effective Sequence: 0 Job Indicator:  Primary Job
Action / Reason: Add Non-Employee Current

*Job Code: nonemp| @ Non-Employee Entry Date: IW

swpenvisorLeve: | @ Planned Exit: 5 T End.Job Automaticalty
*Regular/Temporary: | Regular = | *FullPart: [FulkTime =]

Empl Class: l—LI *Officer Code: lm

“Regular Shift: IR = Shift Rate: l— I l_

Standard Hours: 3740 FIE: 1.000000 [” &dds to FTE Actual Count?

\Work Period: 14 QU veeny
“Classified Indc: | C1assied 7]

Contract Number: Q Contract Type:
MNext Contract Number

I Encumbrance Override

*E=usa
*FLSA Status:  |Monexempt ¥| *EEQ Class: |Mone ~| Work DayHours:
Persanal Data Job Data Emplovment Data Earnings Distribution Benefits Prodram Padicipation
B save () Frevious tab Hext tab | |5 Refresh Eradd

wiork Location | Job Information | Joh Labor | Payroll | Salar Plan | Compensation

Step Action

28 | Click the Save (Alt+1) button.

29. End of Procedure.
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Procedure

Q- O HABLpke@eLm-[ ]

Training

Personalize Content | Lavout

Home

Menu & | Open Enroliment Elections =]
Search: Enter Elections
® To enter your benefit elections for 2005 Open Enrollment, click on
oAl iz the Enter Elections button to start your enrollment
> Employee Self Service
> Recruiting
[ Warkforce Administration You may elsct or cha_mge your benefit choices anytime during the
> Benefits Open Enrollment. Print a copy of the Enrollment/Election Summary
- Carmpensation after you have submitted your elections
- Workforce Development
[ Organizatianal Development . .
S En?emnse Leaming P If you make additional changes during the enrolment period, be
[> Set Up HRMS sure to print a new Enroliment/Election Summary to reflect your
[ Warklist most current elections and submit the most current AS47 to your
> Application Diagnostics Benefits Coordinator. This will be your confirmation form
> Tree Manager
> Reporting Toals
> PeopleTools If you do not make any changes, the Current Event
- Change by Password Enrallment’Election Summary will reflect your benefits for plan year
— My Personalizations 2005, Once you save any changes you make to your benefits, the
:m gi;tii';“apmme Current Event Enroliment/Election Surmary will automatically be
2oLt updated and reflect your new benefit choices for plan year 2005
Current Event Enroliment Summary
FeopleSoft
.
Step Action

[- Enterprise Learning|

Click the Enterprise Learning link.

Click the Define Training Resources link.

[- Define Training Resources)|

Instructars)

Click the Instructors link.
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QO HAGLweIR wEHL
Training

=

Mewwindow | Hela | &

Instructers
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Findan Existing Value ' Add a New Valug |

Instructor ID:|hegms W\thjl\
Name: [hegins W\thjl
vendor ID:  [hegins with 7] | Q

I~ case Sensitive

Search Clear | Basic Search [F] Save Search Criteria

Find an Existing Yalue |Ad|1 a Mew Yalue

Step Action

4. Enter the desired information into the Instructor ID field. Enter "10000207265".

5. Click the Search (Alt+1) button.
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QO HEBPLwEB R HE )

Training

=»

Instructor Profile | Qualification

Instructor ID:

*InternalExternal: lm

10000207265 Tabor-Tilton,Lisa J

‘fendor ID:
School Code: School Name: |
Per Unit Cost: [FUE e costunm: Hour H
Area of Expertise: I
Description: ﬂ
H
Bsave] (QlRetunto Search Esad)

Instructar Profile | Qualification

New Window | Help | Customize Page | 5

Step

Action

Click the Qualification tab.

Qualification
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QO HAGLHeR R wEHL)
Training

=

Instructor Profile Qualification

Instructor: 10000207265 TahorTilton,Lisa J

Courses Qualified to Teach

*Course Code EIE
pooeTe & P35 Benefits Training
o outof ] 0 outorl 0

Matching Competencies Matching Accamplishments

@ zave)  (CARetun to Search

Instructar Profile | Qualification

Brnci)

New Window | Help | Customize Page | 5

Action

Click the Add a new row at row 1 (Alt+7) button.

Enter the desired information into the *Course Code field. Enter "000354".
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Training

=

Instructor Profile Qualification

Instructor: 10000207265 TahorTilton,Lisa J

Courses Qualified to Teach

*Course Code

000354] O

dd a new row at row 2 (Alt+7)

a out of i} 0 out of 0
Matching Campetencies Matching Accamplishments
B save] (QRetunto Search BFadd

Instructar Profile | Qualification

New Window | Help | Customize Page | 5

Step

Action

Click the Save (Alt+1) button.

10.

End of Procedure.
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Creating a Wait List

You use wait lists to organize the enrollment process and ensure a fair enrollment method. In
addition, you use wait lists to monitor course demand and create sessions when enrollment
demand is high. Alternatively, they are used to collect requests for existing course sessions and
enable automatic enrollment of students in the session.

With the use of wait lists and automatic session enrollment, it is necessary to understand the way
PeopleSoft processes information. The order in which students are enrolled from wait lists into
sessions is determined by the PeopleSoft processing logic.

When using course auto-enrollment, a session for which students are being enrolled must be
specified. Once the session is selected, PeopleSoft enrolls students in the following order of
preference or hierarchy:

* Session Waitlist Status. Students with session wait list for the particular session selected are
given priority over any student with a general course wait list status.

* Waitlist Date. Students with session wait list status are then sorted for enrollment based on
their wait list date, the date they were entered onto the wait list. Generally, the student with the
oldest date is given first priority. If multiple students share the same date, priority is based on ID.
* ID. Among students who share the same session wait list date, employees always get first
opportunity for training sessions. If all of those employees have been enrolled, then non-
employees with that same session wait list date are enrolled.

« If all students with session wait list status for this session have been enrolled, then students with
general course wait list status are enrolled under the same wait list date and ID guidelines listed
above for session wait list status.

* [f a session has fewer seats available than students of equal standing, PeopleSoft does not
perform any enrollment automatically. In that case, manual enrollment must be used, and some
other form of selection must be imposed. Alternatively, the session could be modified to allow a
larger enrollment.

In this topic, two people requested enrollment in the Professional Presentations course session
KO005. Your goal is to add them to a wait list in the course session.

Procedure

Two people requested enrollment in Professional Presentations course session K005. Your goal is
to add them to a wait list in the course session.
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Personalize Content | Layout Help

" PeopleSoft

Step | Action

1. Begin by navigating to the Course Wait List page.
Click the Enterprise Learning link.

P Enterprise Learning

2. Click the Student Enrollment link.

¥ Student Enrallment

3. Click the Create/Update Course Wait List link.
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nd an E; Value

Create/Update Course Wait List

Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values.

Mewr\window | Heln

Course Code: |hegms with j H

Description: |hegms thj‘

InternalExternal: [= =]

Course Type:  [= =]
I™ case Sensitive

Search Clear | Basic Search [§ Save Search Criteria

Lef L]

Action

Enter the desired information into the Course Code field. Enter "K005".

Click the Search button.
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Mew Window | Heln

Course Wait List

Course: K003 Frofessional Presentations

st 10f 1 Last

on# |Status Date ’7,7

Wi
CreeWalt x| WTC 02M 602004 al ozrezoge 4| —|

B save] [ CiRetun to Search | [EHatify

Step Action

6. Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.

Enter the desired information into the EmplID field. Enter "KU0097".

7. Press [Tab].

8. Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list. Use both of these
statuses in the processing logic when enrolling students from a wait list to a session.
Click the *Attendance list.

9. Click an entry in the list.

10. Press [Tab].

11. | Notice that the PeopleSoft application populates a letter code from the Standard
Letter table according to the student's wait list status. In addition, the PeopleSoft
application populates the wait list date based on the current date. The PeopleSoft
application uses this date to enroll students from the oldest date to the most recent
date. You can override this date if the student requested for enrollment in the course
on a different date. Accept the default wait list date.

Press [Tab].
12. | If you assign a session wait list status to a student, specify from the list of Active

1 ~ . "o~ o1
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sessions the session number in the Session # field.
Enter the desired information into the Session # field. Enter "0072".
13. Click the Add Row button.
14. | Enter the desired information into the EmplID field. Enter "KU0098".
15. Press [Tab].
16. Click the *Attendance list.
17. | Click an entry in the list.
18. Press [Tab].
19. Enter the desired information into the Session # field. Enter "0072".
20. Click the Save button.
71 | You successfully created a wait list.

End of Procedure.
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Appendix — Job Aides

Viewing Current Course Sessions

Click the Enterprise Learning link.

[- Enterprise Learning|

Click the Define Course/Cost Details link.

[ Define CourseiCost Details]

Click the Course Sessions link.

Course Sessionsg

Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001234".

Click the Search (Alt+1) button.

By specifying a Course and not a Session and clicking Search, you will see all
sessions that have been created for this course and their statuses.

Click to Scroll down the list.

Let's look at session 83 which is Active.

Click to select this row.

You can see and update the information for this session. Use the Next and Previous in
List to view other sessions.
Click the Next in list (Alt+3) button.

+E Hextin List |

Let's return to the list of sessions for this course.

Click the Return to Search (Alt+2) button.

10.

Click the Clear button to reset the search.

Clear

11.

If you don't know a Course number, you may search from the Description field of the
couse.

Enter a valid value, e.g. "comm".

12.

Click the Search (Alt+1) button.
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13. | Notice that we can see the first 100 of 115 Course/Sessions beginning with Comm.

Click the Show next rows (Alt+.) button to view the last 15 of them.

14. | Click in a row to select one of the Community Corrections sessions.

15. End of Procedure.

Adding a Course Session

1. Begin by navigating to the Course Session Profile page.
Click the Enterprise Learning link.

F Enterprise Learning

2 Click the Define Course/Cost Details link.

¥ Diefine CourselCost Details

3. Click the Course Sessions link.

Course Sessions

4. Click the Add a New Value tab.

5 Enter the Course Code in the Course Code Field. Enter a valid value, e.g. "BSK001".

If you do not know the course code, click on the magnifying glass to lookup the
course codes.

6. Click the Add button.
IMPORTANT: Leave the Course Session Number Blank.

The system will assign a sequential number when you save the record.

Add

7. Use the Course Session Profile page to enter, update, or view a session status, date,
time, and capacity.

To create a new session, accept the default status of Active for the Session Status
field.

The Session Status field is used to specify the session status, such as active, canceled,
or complete for existing sessions.

8. Enter the desired information into the Start Date field. Enter a valid value, e.g.
"02/17/2003".

9. Press [Tab].
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10.

Enter the desired information into the End Date field. Enter a valid value, e.g.
"02/17/2004".

(Note: The fact that the class start/end dates are not the same year appears to be a typo
in the tutorial.)

11. Press [Tab].
12. | Enter the desired information into the Start Time field. Enter a valid value, e.g.
"0800".
13. Press [Tab].
14. | Enter the desired information into the End Time field. Enter a valid value, e.g.
"1700".
15. Press [Tab].
16. | Click in the Vendor ID field.
17. | Enter the Business Unit into the Vendor ID field. Enter a valid value, e.g. "00070".
18. Click the Location, Instructor tab.
19. | Use the Location, Instructor page to enter, update, or view information regarding the
course session at the training facility.
20. | Specify a training facility code for this session in the Facility field.
Enter the desired information into the Facility field. Enter a valid value, e.g. "BZ001".
71. | The Instructor ID/Name field is optional. If you want to put in an instructor, use the
Select free Instructor link, otherwise leave blank.
Never TYPE an instructor into the Instructor Name field.
Click the Select free Instructor link.
79 | Click the option.
73 | Click the Ok (Enter) button.
ok__|
74 | Click the Equipment tab.
Equipment
25 | The Equipment page is optional. Use the Equipment page if you would like to

designate specific equipment for this course session. In this example, we'll
demonstrate it's use.

Use the Training Facility Equipment link to view a list of standard equipment used
at the facility.
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After viewing the list, you will be returned to this page to select any additional
equipment that is needed.
Click the Training Facility Equipment link.

fraining Facility Equipment

26.

Here the standard equipment for this facility is listed.
Click the Return (Esc) button.

27.

Use the Session Equipment/Materials section of this page if you would like to
specify any additional equipment for your session.
Click the Look up Equipment/Materials Code (Alt+5) button.

=

28.

Select Flip Charts for this example.

29.

Click the Save (Alt+1) button.

30.

Notice that the session number has changed from 0000 to 0001. This indicates that a
new session has been added to the Presentation Skills course. It was automatically
assigned a number. In this case 0001.

31.

You successfully added a session for the Presentation Skills course.
End of Procedure.
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Enrolling Students Individually

Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

P Enterprise Learning

Click the Student Enrollment link.

Click the Enroll Individually link.

Enroll Individually

Enter the desired information into the Course Code field. Enter a valid value, e.g.
"BSKO001".

Press [Tab].

Enter the desired information into the Course Session Nbr field. Enter a valid value,
e.g. "0001".

Click the Search button.

Use the Course Session Enrollment page to enroll students.

CAUTION: As you select each student for enrollment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.

Enter the desired information into the EmplID field. Enter a valid value, e.g.
"KR0040".

Press [Tab].

10.

Specify the student enrollment status, such as Enrolled, Sessn Wait, or Request, in the
Enrollment/Attendance field.

Click the *Enrollment/Attendance list.

[ o

11.

Select Enrolled.

12.

The Status Date field uses the current system date by default. Accept the default date
for this field.

Press [Tab].

13.

Specify the reason for training in the Training Reason field.

Click the Training Reason list.
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| 5|

14.

Click an entry in the list.

Always select Skill Enhancement.

|8ki|l Enhancement |

15.

Press [Tab].

16.

Leave the Prerequisites Met option turned off. After you have finished all
enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

17.

You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses. If so, PeopleSoft populates the
Prerequisites Met check box for each student who meets the criteria. If a student is
lacking the necessary courses, a method of notifying students of discrepancies may be
developed. Also, any enrolled status existing for students who do not meet the
prerequisites may be manually changed.

18.

Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.

IMPORTANT!! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

19.

Do not use the Population, Catalog, or Demand ID ficlds. This functionality has not
been developed.

To enroll additional students, we will click the Plus (+) to the right. Enter the same
fields as mentioned above for each enrollment.

IMPORTANT!!! If you do not click the plus sign when enrolling additional students,
you will overlay information and destroy the record you just completed. Always click
the plus sign before adding a new enrollment!!

The total #Enrolled above the blue Attendance bar changes with each entry. This
enables you to determine when you have reached the maximum number of students
for the class. If the number of students enrolled exceeds the Maximum Students
allowed, a warning message will display.

20.

We will now add another student.

Click the Add Row button.

21.

Enter the desired information into the EmplID field. Enter a valid value, e.g.
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"KR0041".
2. Press [Tab].
23 | Click the *Enrollment/Attendance list.
24. | Click an entry in the list.
Select Enrolled.
25 Press [Tab].
26. | Click the Training Reason list.
| =
27 | Select Skill Enhancement.
|Ski|l Enhancement |
78 | You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.
29| Your enrollment(s) are completed.
Click the Save button.
30. | You successfully enrolled students individually.

End of Procedure.
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Enrolling Students in Multiple Courses

1. Click the Enterprise Learning link.

[ Enterprise Learning|

2. Click the Student Enrollment link.

3. Click the Enroll in Course link.

Enroll in Course

4. Enter the desired information into the EmplID field. Enter a valid value, e.g.
"10000228295".

5. Click the Search (Alt+1) button.

6. Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001234".

7 Press [Tab].

8. Click the Look up Session # (Alt+5) button.

=

9. You may only enter or change enrollment for Active classes.

Select Course Session Nbr 0083.

10. | Click the Training Reason list.

| =

11. | Click an entry in the list.

12. Click in the Business Unit field.

[ ]

13. | Enter the desired information into the Business Unit field. Enter a valid value, e.g.
"00070".

14. Click the Add a new row at row 1 (Alt+7) button.

15. | Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001267".

16. Press [Tab].

17. | Click the Look up Session # (Alt+5) button.

=
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18. | Click the Search Results table.

19. | Click the Training Reason list.
| =l

20. | Click an entry in the list.

21. Click in the Business Unit field.

7o | Enter the desired information into the Business Unit field. Enter a valid value, e.g.
"00070".

23 | Click the Save (Alt+1) button.

24 | End of Procedure.

Printing a Course Sign-in Sheet

Click the Enterprise Learning link.

[ Enterprise Learning]

Click the Training Reports link.

Click the Course Sign In link.

Course Sidgn |

You will need to Find an Existing or Add a New Value for Run Control ID.
If you only have one Run Control ID, it will return when you click Search.

Click the Search (Alt+1) button.

Enter your Course number.

Enter a valid value, e.g. "001234".

Click the Look up Session # (Alt+5) button.

=

You may only print the Course Sign-in Sheet for Active sessions.

Select session 0088.
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8. Click the Run button.

Run

9. Click the *Format list.

10. Select format PDF.

POF

11. End of Procedure.
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Closing a Course Session - Processing the Sign-in Sheet

1. Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

P Enterprise Learning

2. Click the Student Enrollment link.

3. Click the Enroll Individually link.

Enroll Individually

4. Enter the desired information into the Course Code field. Enter a valid value, e.g.
"BSKO001".

5 Click the Search button.

6. Use the Course Session Enrollment page to enter or change student enrollment
information for this session.

The Attendance section provides information about the students enrolled in this
session. It also defines the students' Enrollment Status for this session.

Students who attended the session should be left with a status of Enrolled. They will
be automatically changed to Completed once the session is closed out. Enrolled
students not attending, need to be changed before closing out the session.

If a non-enrolled student attended the class and you wish to give them credit, you
would Add a Record to enter them now as Enrolled. See Enrolling Students
Individually documentation.

Click the Next Row button to find the enrolled student who did not attend in this
example.

7 Rosa was enrolled for the session, but did not attend. We need to change her
Enrollment/Attendance status to No Show.
Click the *Enrollment/Attendance list.

8. Select No Show.

9. Once you have made the changes or additions from your original Sign-in Sheet, you
will save this information.

Click the Save button.
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10. | Now, verify the data updated in the summarized course session report.

To view the report, navigate to the Course Session Summary page.
Click the Result Tracking link.

» Result Tracking

11. | Click the Review Session Summary link.

12. | Use the Course Session Summary page to view a summarized report indicating the
EmplID, name, and status of all the students in a particular course session.

13. End of Procedure.

Closing a Course Session - Marking the Class as Complete

1. Click the Enterprise Learning link.

[ Enterprise Leaming|

2 Click the Define Course/Cost Details link.

[ Define CourseiCost Details|

3. Click the Course Sessions link.

Course Sessions

4. Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001234".

5. Enter the desired information into the Course Session Nbr field. Enter a valid value,
e.g. "49".

6. Click the Search (Alt+1) button.

7. We will change the Session Status to Complete.
Click the *Session Status list.

8. Select Complete.
9. This will close out the session and change all of the students who were enrolled in it to

a status of Completed.

Marking the session Complete will also lock the enrollment records and disable the
Class Sign-in Sheet for this session. You may always make the session Active again
later to make any corrections.
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Click the Save (Alt+1) button.

10. End of Procedure.

Evaluating a Course Session

1. Click the Enterprise Learning link.

[ Enterprise Learning]

2. Click the Result Tracking link.

[> Result Tracking

3. Click the Evaluate Course Session link.

[Evaluate Course Sessior|

4. Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001234".

5. Enter the desired information into the Course Session Nbr field. Enter a valid value,
e.g. "49".

6. Click the Search (Alt+1) button.

7 Click the *Rating Area list.

[ - ||

8. In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.

Important: Always remember to click the Plus sign (+) before entering the ratings
for your next area.

Select Content.

|Cantent |

9. Click the *Rating list.
l =

10. | Inthe Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.

For this example, select Excellent.

|Excellent |

11. Press [Tab].
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12. | Inthe Total Count Field, enter the number of students who selected the rating. The
system computes the Rating Points assigned to each rating.

Enter the desired information into the *Total Count field. Enter a valid value, e.g.
Hl 0" .

13. | We will add a record/row for each Rating selected by the students.
Click the Add a new row at row 1 (Alt+7) button.

14. | Click the *Rating list.

[ - ||

15. Select Fair.

|Fair |

16. Press [Tab].

17. | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
H2|l'

18. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.

Important: Don't forget to click the Plus sign (+) before entering the next Rating
Area.
Click the Add a new row at row 1 (Alt+7) button.

19. | Click the *Rating Area list.

[ - ||

20. | Select Facility.

[Facility |

21. | Click the *Rating list.
| |

27 Select Excellent.

[Excellent |

23 Press [Tab].

24 | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
IV] 0" .

25 Click the Add a new row at row 1 (Alt+7) button.

26. | Click the *Rating list.

[ - ||
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27 Select Fair.

|Fair |

8. Press [Tab].

29 | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
Hl n .

30. | Click the Add a new row at row 1 (Alt+7) button.

31. | Click the *Rating list.

[ - ]|

32 Select Poor.

|F'0|:|r |

33. Press [Tab].

34. | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
Hl n .

35 | Click the Add a new row at row 1 (Alt+7) button.

36. | Click the *Rating Area list.

[ - ||

37 Select Instructors.

|Instructors |

38 | Click the *Rating list.
l |

39. Select Excellent.

[Excellent |

40. Press [Tab].

41, | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
lell .

42 | Click the Add a new row at row 1 (Alt+7) button.

43, | Click the *Rating Area list.

[ - ||

44 | Select Materials.

|Materials |
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45. | Click the *Rating list.
| |

46. Select Good.

|Good |

47. Press [Tab].

48. | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
lell .

49 | Click the Add a new row at row 1 (Alt+7) button.

50. | Click the *Rating Area list.

[ - ||

51. Select Presentation.

IPresentatiDn |

52 | Click the *Rating list.
| |

53. Select Excellent.

|Excellent |

54. Press [Tab].

55 | Enter the desired information into the *Total Count field. Enter a valid value, e.g.
|112|| .

56. | If you would like to review all of your ratings, click the View All link.
Click the View All link.

Wiew All

57 | Click to scroll down the page.

58 | Click the Save (Alt+1) button.

59 | Once you have saved your ratings, Session Evaluation statistics will be calculated
and displayed on this page next to each of the Ratings Areas:

The Session Average rating is the overall average rating for the session. This is the
average of the Average Rating values for all rating areas. This appears only in the
first Ratings Area box.

The Average Rating field shows the average rating for the selected Rating Area.

The Total Count field shows the number of evaluations received for the Rating
Area. This is the sum of all the Total Count fields in the Ratings box.
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60. End of Procedure.

Viewing Session Summary

1. Click the Enterprise Learning link.

[ Enterprise Learning]

2. Click the Result Tracking link.

[» Result Tracking

3. Click the Review Session Summary link.

[Feview Session Summary

4. Enter the desired information into the Course Code field. Enter a valid value, e.g.
"001234".

5. Enter the desired information into the Course Session Nbr field. Enter a valid value,
e.g. "49".

6. Click the Search (Alt+1) button.

7 Here you can see the Course Session Summary for this session. You may want to
save this data to a spreadsheet.
Click the Download button.

O

8. The spreadsheet opens up in a new browser window. You may save this to an excel
worksheet.
Click the File menu.

9. Click the Save As... menu.

| Save fs... |

10. | Enter the directory and filename information to save your spreadsheet.

Enter a valid value, e.g. "Summary".

11. | Click to drop down the file type.

|Web Page {* hkm; *.html) ;I

12. Select Excel Workbook.

[mMicrosoft Excel Workbook, (*,xls)

13. Click Save.

EE|
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14.

Close the popup window.

Click the Close button.

15.

End of Procedure.

Viewing Student Training Summary - SOI

Click the Result Tracking link.

[» Result Tracking

Click the Review Training Summary link.

[Review Training Surnmard

Enter the desired information into the EmplID field. Enter a valid value, e.g.
"10000228295".

Click the Search (Alt+1) button.

The student's Enrollment Information appears here.
Click the Status tab.

The student's Enrollment Status appears here.

This information can be saved to a spreadsheet file.
Click the Download button.

|

The spreadsheet opens up in a new browser window. You may save this to an excel
worksheet.
Click the File menu.

Click the Save As... menu.

| Save fs... |

Enter the directory and file name information here.

Enter a valid value, e.g. "Training".

10.

Click to drop down the file type.

||Web Page {* hkm; *.html) j|

11.

Select Excel Workbook.
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12. Click Save.

13. | Close the pop-up window.
14. | End of Procedure.

Adding Non-Employees

Click the Workforce Administration link.

1.
[ winrkforce Administration|
2 Click the Increase Workforce link.
[ Increase Warkfarce|
3 Click the Add Non-Employee link.
4. Click the Add button.
Add
5 Enter the desired information into the First field. Enter a valid value, e.g. "Stella".
6. Click in the Middle field.
| |
7. Enter the desired information into the Middle field. Enter a valid value, e.g. "J".
8. Enter the desired information into the Last field. Enter a valid value, e.g. "Harper".
9. Click the Address History tab.
10. | Click the Edit Address link.
11. | Click in the Address 1 field.
12. | Enter the desired information into the Address 1 field. Enter a valid value, e.g. "105
Garden Ln".
13. | Click in the City field.
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14. | Enter the desired information into the City field. Enter a valid value, e.g.
"Indianapolis".

15. | Enter the desired information into the State field. Enter a valid value, e.g. "IN".

16. Click in the Postal field.

[ 1

17. | Enter the desired information into the Postal field. Enter a valid value, e.g. "46204".

18. | Enter the desired information into the County field. Enter a valid value, e.g.
"Marion".

19. Click the OK button.

OKl

20. Click the Job Data link.
Lok Date]

71. | Click in the *Company field.

]

7o | Enter the desired information into the *Company field. Enter a valid value, e.g. "soi".

73 | Enter the desired information into the *Department field. Enter a valid value, e.g.
"191001".

24. Click in the Location field.

1

25 Click the Job Information tab.

26. Click in the *Job Code field.

I

27 | Enter the desired information into the *Job Code field. Enter a valid value, e.g.
"nonemp".

28 Click the Save (Alt+1) button.

29 End of Procedure.
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Instructor Profiles

1. Click the Enterprise Learning link.

[ Enterprise Learning|

2. Click the Define Training Resources link.

[- Define Training Resources|

3. Click the Instructors link.

4. Enter the desired information into the Instructor ID field. Enter a valid value, e.g.
"10000207265".

5. Click the Search (Alt+1) button.

6. Click the Qualification tab.

7. Click the Add a new row at row 1 (Alt+7) button.

8. Enter the desired information into the *Course Code field. Enter a valid value, e.g.
"000354".
9. Click the Save (Alt+1) button.

10. End of Procedure.
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Creating a Wait List

Begin by navigating to the Course Wait List page.
Click the Enterprise Learning link.

P Enterprise Learning

Click the Student Enrollment link.

Click the Create/Update Course Wait List link.

Create/Update Course Wait List

Enter the desired information into the Course Code field. Enter a valid value, e.g.
"K005".

Click the Search button.

Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.

Enter the desired information into the EmplID field. Enter a valid value, e.g.
"KU0097".

Press [Tab].

Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list. Use both of these
statuses in the processing logic when enrolling students from a wait list to a session.
Click the *Attendance list.

Click an entry in the list.

10.

Press [Tab].

11.

Notice that the PeopleSoft application populates a letter code from the Standard
Letter table according to the student's wait list status. In addition, the PeopleSoft
application populates the wait list date based on the current date. The PeopleSoft
application uses this date to enroll students from the oldest date to the most recent
date. You can override this date if the student requested for enrollment in the course
on a different date. Accept the default wait list date.

Press [Tab].

12.

If you assign a session wait list status to a student, specify from the list of Active
sessions the session number in the Session # field.
Enter the desired information into the Session # field. Enter a valid value, e.g. "0072".

13.

Click the Add Row button.
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14. | Enter the desired information into the EmplID field. Enter a valid value, e.g.

"KU0098".

15. | Press [Tab].

16. | Click the *Attendance list.

17. Click an entry in the list.

18. | Press [Tab].

19. | Enter the desired information into the Session # field. Enter a valid value, e.g. "0072".
20. | Click the Save button.

21. You successfully created a wait list.

End of Procedure.
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